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FOREWORD 


This country is faced with the necessity of developing a program to care for 
civilians displaced as a result of the war effort, It has been recognized that 
civilian distress arising out of the war is the responsibility of the Federal Govern~ 
ment rather than the local community. Legislation will probably be enacted at a 
later date to make some permanent provision for such assistance, In order to meet 
the present needs, however, two emergency and temporary programs have been set up, 
financed by allocations from the President's emergency fund. Until recently these 
two programs have been carried out by the counties under a direct Federal disbursing 
procedure, Arrangements have now been made for administration within the regular op- 
erating structure of the SDSW and the county welfare departments. 


The SDSW has completed two agreements with the F.S.5,.B. to act as the agency . 
of the Federal Government in California in the operation of these two programs. A 
copy of the agreement with the letter of transmittal covering the Enemy Alien Program 
is included in this Handbook, The agreement covering Civilian War Assistance is 
identical except for the program reference. The emergency program covering assist- 
ance to enemy aliens affected by restrictive order of the Federal Government is auth- 
orized by the President's letter of allocation dated February 6, 1942, (No. 42-74) as 
amended by the President's letter of amendment dated March 23, 1942, (No. 42-105). 
The emergency program providing temporary assistance with respect to civilians in 
need as a result of enemy action was authorized by the Presidential Allocation dated 
February 6, 1942, (No. 42-70 as continued by allocation No. 42-152). 


It is to be noted that although these are programs in which the State oper- 
ates as the agent of the Federal Government, the usual State-county reletionships 
exist. There is, however, a somewhat different relationship with respect to financial 
procedures in the W.5S,. Programs. County funds that have been expended are reimburs- 
able in full from Federal funds which are held in trust by the SDSW., Hecords are 
subject to audit to determine that authorized payments under the War Services 
Programs have actually been made. Loss of Federal reimbursement will not result 
where individual judgment has been responsible for the payment of assistance which 
at the time appeared necessary, but which judgment was at some later time discovered 
to be in error. 


November 1, 1942 MARTHA A, CHICKERING, Director 
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August 17, 1942 


Federal Security Agency 
Social Security Board 
Washington, D. C. 
Gentlemen: 

Attached is a proposed agreement signed by the proper officials 
of the State of California, of which this is a part, whereby the Depart- 
ment of Social Welfare of the State of California agrees to act as the 
agent of the Social Security Board in administering a program providing 
aid with respect to enemy aliens and with respect to civilians in need 
as the result of enemy action, 

It is understood that the words "subject to proper accounting and 
financial adjustments" in the body of the agreement refer to the usual 
and proper auditing methods and do not refer to adjustments which would 
result in charging the State of California or the Department of Social 
Welfare with the amounts of moneys which may be expended in cases where 
individual judgment must be exercised even though it is later ascertained 
that such judgment was in error, but rather this phrase refers to the ac- 
counting of all funds expended and balances left within said trust. 

This is necessary as the State of California has no appropriation 
whereby moneys can be expended for the purposes outlined in this agreement, 
nor are there available any funds by which refuncs could be made due to 
errors in judgment. 

Very truly yours, 
/s/ M. A, Chickering 
MARTHA A. CHICKERING, Director 


Department of Social Welfare 
Attachment 
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ASSISTANCE TO ENEMY ALIENS AFFECTED BY 
RESTRICTIVE GOVERNMENTAL ACTION 


SOCIAL SECURITY BOARD - STATE AGENCY AGREEMENT 


The Social Security Board, under authority granted to it by the Federal 
Security Administrator, hereby designates the Department of Social Welfare 

en of the State of _ California 
as the agency of the Federal Government within said State to administer the 
emergency program providing temporary aid with respect to enemy aliens and other 
persons whose presence in certain areas is deemed dangerous, authorized by Presidenti: 
allocation, February 6, 1942 (No. 42-74), as amended by the President's letter of 
amendment, March 23, 1942, (No. 42-105 and as continued by allocation No. 42-152) 
copies of which are attached hereto and made a part hereot. 


The Social Security Board will reimburse the Department of Social Welfare 
| _. of the State of California 

by appropriate certification, from time to time, to the Secretary of the Treasury, 
and transmittal by the Secretary of the Treasury to the __ Treasurer 
of the State of California , of funds equivalent to the sum 
expended by the designated agency for the purposes indicated in the President's 
letter of allocation, as amended, and in governmental orders and instructions issued 
thereunder. Upon specific request from the designated agency, the Social Security 
Board may in its discretion advance funds in cases where such action is deemed nec- 


essary e 


The Department of Social Welfare 
of the State of California hereby accepts this designa-— 


tion and undertakes to carry out this assignment in accordance with the instructions 
issued by, and within the standards and in accordance with the procedures promulgated 
or prescribed by the Social Security Board. The designated agency further undertakes 
to maintain records of its acts and disbursements to be available for Federal audit 
or other inspection and investigation and to report all of its activities under such 
designation, and to account for all funds received hereunder. 


Subject to proper accounting and financial adjustments and the three attach- 
ments hereto, this designation and acceptance is revocable by either party upon 
written notice. 


Dated this Day of » 19he 
Department of Social Welfare, State of California Social Security Board 
(Name of State agency) (Social Security Board) 
By_j/s/ Martha A. Chickering By/s/O. W. Powell 


Director Executive Director 


Charles G. Johnson 
State(Treasurer or Custodian of Funds) 
By C, C. Cotter Deputy 
Harry B. Riley _ 
State Controller 


By_/s/ Clarence H, Smith Deputy 
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The Table of Contents for this Handbook will be found at the first of the 
book, A Table of Contents for each chapter will be found on the colored pages which 
separate the chapters. A detailed Index may be issued at a later date. 


This Handbook uses a numbering system which is comparable to the Dewey 
Decimal System; i.ses, groups of numbers are assigned by subject or process, For 
example, Sec, WS 10-00 through WS 10-99 is a discussion of the policies of the 
Enemy Alien Program. Within this chapter Sec, WS 10-20 is entitled Scope of the 
Enemy Alien Program. This method allows for infinite expansion in the designation of 
sections. The letters WS for War Services have been used as a prefix to the number 
in order that the sections of this Handbook will not be confused with the Manual of 
Policies and Procedures issued for the use of the counties. 


The number of the section which begins on the page is entered in the upper 
right hand corner of the page. The title of the chapter and the name of the program 
appear at the top of each page while the date of issuance, revision or reissuance 
appears at the bottom of the page. The program to which a section applies is desig- 
nated by initials under the section numbers, 


Material that has been revised will be indicated by a vertical line in the 
margin of the corrected page, opposite the lines which have been revised. Changes 
made when a chapter is reissued will not be so indicated as a reissuance is an indi- 
cation that a chapter has been reprinted. 


Each revision to a chapter will be numbered in sequence. When revisions 
are received, the number of the revision should be checked on the revision record on 
the separator, The State Department of Social Welfare should be notified in the 
event a number is passed without receipt of the corresponding numbered sheet. 


Abbreviations used in the Handbook will be found in the Glossary, together 
with definitions and other informatory material. 


Material formerly issued in bulletins will now eppear as revisions to the 
Handbook. Material in the Handbook takes precedence over material formerly appear- 
ing in bulletins. Prompt insertion or deletion of new or revised material will keep 
the Handbook current, thus adding to its value. 
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REVISION RECORD 


Revisions issued in changing this Chapter will be numbered in 
sequence, Changes made will be indicated by a vertical line in the margin 
of the corrected page, against the line or lines changed. 


IT IS IMPORTANT that the holder of this Handbook check the numbers 
below, corresponding with the numbers of the revisions when the latter have 
been incorporated in the Handbook and the old pages removed, and that the 
State Department of Social Welfare be promptly notified in the event a number 
is passed without receipt of the corresponding numbered sheet, 


1 . 9 13 17 
2 6 10 14 18 
3 7 11 15 19 
4 g 12 16 20 
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Sec. WS 10-00 History of Enemy Alien Program 
WSE 


The history of the enemy alien services and assistance program closely 
follows the history of the war itself, The Presidential Proclamation of December 7 
and 8, 1941, recommended that certain areas be designated by the Attorney General 
as prohibited areas from which all enemy aliens and others, particularly Japanese- 
American citizens, be absolutely excluded, Highty-cight areas in California were 
so designated, 


Included also in the Presidential Proclamation was provision for the appre 
hension and detainment of enemy aliens who might be dangerous to our national secu- 
rity. Control of activities of all enemy aliens and of persons of Japanese ancestry 
also was authorized in the Presidential Proclamation and immediately all members of 
the enemy alien group were required to observe curfew and to restrict their travel 
to within five miles of their homes, Authority for the apprehension, detainment ex- 
amination, and custody or supervision of this group was placed in the Department of 
Justice, 


In carrying out these responsibilities it was clearly discernable that 
(1) large numbers of families would be required to move from areas which had pro-~ 
vided them with homes and or employment; (2) many families would be disorganized 
and in need because of removal of the mother or father--and in some instances both-- 
and (4) that observance of curfew and travel restrictions would exert a limit on 
hours of employment and freedom of movement with deleterious effect on employment 
and income, 


The U, &. Attorney General and later the Army took over restrictive action 
requiring that enemy aliens and other persons, particularly Japanese-American 
citizens, be removed from designated areas. The F. Sec. A, placed its entire re- 
sources at the disposal, first, of the Department of Justice, and later at the dis- 
posal of the Western Defense Command, for the task of removing, relocating, and in 
other ways regulating the activities of families excluded from military or prohibi- 
ted areas. This task was completed with the aid of the SDSW and the county welfare 
departments, 


Detention and internment, of course, affected only aliens, but family 
dependence occurred in many instances. In calling attention to the plight of per- 
sons detained or interned, the U. 5. Attorney General said: 
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"THE SITUATION IS CREATED BY THE FEDERAL POLICY AND PROGRAM OF APPREHENDING AND DE~ 
TAINING FOR EXAMINATION ALIEN ENEMIES WHO MAY BE DANGEROUS TO NATIONAL SECURITY, 
UNLIKE CRIMINALS, ALIEN ENEMIES ARE APPREHENDED AND DETAINED, NOT BECAUSE OF PROOF 
THAT THEY HAVE BROKEN ANY OF OUR LAWS, BUT GECAUSE OF THE FEDERAL POLICY WHICH MAKES 
NATIONAL SAFETY THE PARAMOUNT INTEREST, EVEN WHERE THERE IS GROUND FOR SUSPICION 
THAT AN ALIEN ENEMY MAY BE IN SOME MANNER DANGEROUS TO NATIONAL SECURITY, DOUBTS 
ARE RESOLVED IN FAVOR OF THE GOVERNMENT, AND HE IS APPREHENDED AND DETAINED PENDING 
A HEARING, FOR EXAMPLE, A NUMBER OF JAPANESE DOMESTIC SERVANTS EMPLOYED IN HOMES 
NEAR THE RESERVOIRS OF THE NEW YORK CITY WATER SHED WHICH MIGHT BE DAMAGED WERE APPRE~ 
HENDED AND DETAINED UPON THE OUTBREAK OF THE WAR ALTHOUGH THERE WAS NO ADVERSE INFOR~ 
MATION AGAINST THEM AS INO! VIDUALS, EVEN ALIEN ENEMIES WHO ARE ORDERED INTERNED MAY 
NOT GE GUILTY OF SUBVERSIVE ACTIVITIES, BUT THEY ARE KEPT IN CUSTODY BECAUSE IT Is 
FEARED THAT JF GIVEN AN OPPORTUNITY THEY MIGHT ENGAGE IN SOME ACTIVITY ADVERSE TO THE 
WAR EFFORT, AS A MATTER OF INTERNATIONAL LAI, IT IS AN ACCEPTED PRACTICE FOR SOVEREIGN 
STATES AT WAR TO PROTECT THEMSELVES BY DEPORTING OR DETASNING ALIEN ENEMIES BUT THIS 
DOES NOT CHARGE THE ALIENS WITH ANY CRIMINAL GUILT, SECTION 22, TITLE 50 OF THE 
UNTTED STATES CODE, WHICH WAS ENACTED IN #798, PROVIDES THAT ALIEN ENEMIES SHOULD BE 
ALLOWED TIME TO ASSEMBLE THEIR GOODS AND DEPART THE COUNTRY, ‘ACCORDING TO THE DICTATES 
OF HUMANITY AND NATIONAL HospjTALjTY¥.'| FEEL THAT UNDER THE CONDITIONS OF MODERN WAR— 
FARE, IN WHICH WE CAN NO LONGER RETURN ALL ALIEN ENEMIES TO THESR OWN COUNTRY, THE 
SAME DICTATES OF HUMANITY AND NATIONAL HOSPITALITY REQUIRE THE FEDERAL GOVERNMENT 
TC TAKE REASONABLE STEPS TO CARE FOR THEM," 


It became evident that under the great responsibility assumed by the 
H, Sec. A. additional funds would be required for the conduct of so extensive a 
Federal program. 


On February 6, 1942, the President allocated $500,000 from his emergency 
fund to the F, Sec. A, for assistance and services to families of enemy aliens 
affected by wartime regulations, He indicated that he would like the program to be 
administered within the frame-work of existing agencies, On February 10, 1942, the 
administrator of the F, Sec, A. authorized the F,S.S,3, to provide services and 
assistance in connection with the removal of enemy aliens and other persons and to 
provide assistance and services as necessary to the dependents of interned or de- 
tained enemy aliens. 


Public Proclamation No. 1, dated March 2, 1942, issued by J. lu De Witt, 
Licutenant-General, U. 5. Army, Western Defense Command, described military areas 
1 and 2 comprising all of the State of California and designated prohibited zones. 


As a matter of military necessity all aliens of enemy nationality and 
those of Japanese ancestry were given a period of time in which they might volun- 
tarily remove themselves from the indicated zones, All those of Japanese ancestry 
to the fourth degree of relationship were given a period for voluntary removal 
from military area #1, the western or coastal area of California. 
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Those enemy aliens who failed to make their oim plans for removal from 
prohibited zones, and those of Japanese ancestry failing to leave military area fl, 
were by another proclamation, issued March 29, required to remain, and plans were 
formulated for their controlled evacuation. Instructions for the issuance of travel 
permits and for certain curfew exemptions were provided for--under additional procla~ 


mations. 


Under controlled evacuation of military areas #1 and 2 exclusion orders 
were posted district by district and in the specified period a11 those of Japanese 
ancestry, except invalids, prisoners, mentally diseased, and a few others, were 
evacuated. 


By early in August all of Japanese ancestry in California, with the 
above exceptions, were placed in assembly or relocation centers under supervision of 
the W.R.A, Responsibility for removal of all remaining Japanese was lodged in the 
W.C.C.A, Certain investigations have been made by county welfare departments at the 
request of W.C.C.A, These concern persons of Japanese ancestry who may require 
special services prior to evacuation or regarding whom certain data are necessary in 
order to make a decision regarding exemption. 


On June 27, 1942, public proclamation #9 rescinded the prohibited and re- 
stricted areas within the Western Defense Command, and alll except the areas of 
Terminal Island, Los Angeles and another area in San Francisco, are open to the enemy 
alien residents of the State except Japanese Nationals or Japanese American citizens. 
Curfew and travel restrictions imposed by the Presidential Proclamation remain. 


There still remain, however, those who, because of the order and subse- 
quent events such as illness and old age, have found return to self-support impossible, 
These persons, therefore, are eligible to assistance as enemy aliens whose dependence 
is due to a restrictive order of the government. 


Sec. WS 10-05 Agencies Participating in Enemy Alien Program 


Sa 


In California the agent of the F.S.8,B. is the SDSW, The Division of War 
Services was created by the authority of the SSWB in July, 1942, when it became known 
that the State and counties would assume local administrative responsibility. The 
Division of War Services is organized as are the other divisions administering public 
assistance. 
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The actual war services program, however, is administered by the county 
welfare departments. In planning, the county welfare departments should develop 
their organization as far as possible in line with the organization of the categorical 
aids. Total expendituresfor administration and assistance are paid from Federal 
funds. Since most of these cases are emergent short contacts requiring quick de~ 
cisions, the staff members assigned to the program should either have the authority 
to make decisions or free access to the person who has authority to make decisions. 


Other agencies which participate in this program include the following: 


1. Department of Justice: The Department of Justice has various 
functions in relation to enemy aliens, including the following: Responsibility for 
the issuance of certificates of identification; regulation through the United States 
Attorneys of certain aspects of the conduct of enemy aliens; detention and decision 
on internment; and authority to designate restricted and prohibited areas and to 
regulate enemy alien conduct with respect to such areas. The Alien Enemy Control 
Unit is the coordinating unit within the Department of Jastice and with other agen- 
cies on the apprehension, detention, and control of enemy aliens. 


2. War Department. The War Department has been authorized to. proclaim 
military areas and to regulate the right of any person to enter, remain in, or 
leave such areas, Persons whose internment has been ordered by the Department of 
Justice are placed in the custody of the Army and sent to internment camps under 
military control. The Army has responsibility for the actual transfer of removed 
Japanese from assembly to relocation centers and for the maintenance of protective 
military guards outside the centers. The Army also constructs and equips the perm- 
anent centers which the W.R.A. operates, 

3. W.R.A. Broad powers with respect to the treatment of enemy aliens 
have been placed with the W.R.A., an independent agency established by Executive 
Order No. 9102, March 18, 1942. The Government recognizes that it has certain re- 
sponsibilities toward enemy aliens and others whom it has moved from their homes and 
communities and means of livelihood. The W.R.A. was given responsibility for the 
resettlement of the Japanese removed from certain areas of the West Coast under the 
direction of the Army, It selects, prepares, and operates permanent centers where 
Japanese who have been removed may live and work for the duration of the war. Re- 
location areas are approved jointly by the W.R,A. and the War Department, The re-. 
location centers will be established in sparsely settled areas offering opportunities 
for agricultural development. It is expected these centers will be self-governing, 
democratic communities, The W.R.A. has responsibility for supervising all work and 
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employment of relocated persons, both in and out of such centers. By means of its 
Work Corps it mobilizes the skills and abilities of employable persons who have been 
moved from their homes to undertake programs of constructive work, Funds available 
under the President's allocation #42-74 for enemy aliens may not be used for the 
support of enemy aliens and others within the relocation centers. 


LU, U.SsE.S. It is expected that full utilization of the resources of 
the employment service will be made available to each employable applicant, and that 
plans for employment training may be made available, It is, therefore, suggested 
that each case history include a summarization of the employment possibilities with- 
in the family keeping in mind the present urgent national need for maximum production. 


Sec. WS 10-10 Protective Powers Representing Interests of Enemy Countries 
WSE 


The Legation of Switzerland is at present actively cooperating in this 
plan by providing financial assistance to German citizens from funds made available 
by the German Government, The Governments of Italy and Japan have not yet made 
money available for assistance to their citizens, 


Sec. WS 10-15 Private Organizations Interested in Alien National Groups 
wSz 


Private organizations, among them the National Refugee Service, the 
Young Women's Christian Association, the International Institute, the Society of 
Friends, and some private family and children's agencies, are especially interested 
in problems of alien national groups. Where these agencies exist, they should be 
used as needed, on a consultant and referral basis, as other community resources. 


Sec. WS 10-20 Scope of the Enemy Alien Program 
WSE 
This program is designed to make provision for services and assistance 


in individual situations to certain enemy aliens and "other persons." Persons in- 
cluded in the plan are: 
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Enemy aliens or other persons and their dependents whose removal 
from a specified area, which is permitted to be individually 
effected, has been ordered by the Army or other properly auth- 
orized governmental agency; or whose activities within such area 
have been subjected to military regulations, This will include 
the Caucasian spouses of Japanese in relocation centers, aliens 
who lost employment because of curfew or travel regulations, 
aliens who because of removal from restricted or prohibited areas 
have been unable to reestablish themselves, alien fishermen who 
have not been able to secure other employment. 


Euemy aliens who have been detained and later released; and the 
dependents of enemy aliens who have been detained and interned 
or released, 


German nationals who are in need from causes other than restric- 
tive action or interment, but who prefer to receive assistance 
from German funds. 


Sec. WS 10-30 Definition of Enemy Aliens and "Other Persons" 


WS 


Enemy alien status is determined by the Department of Justice, but 
it may be stated in general that the following persons have the status of enemy 


aliens. 


All aliens 14 years of age or older who are natives, citizens or sub- 
jects of countries on which the U.S. has declared war; 

All aliens 14 years of age or older who at present are stateless but 
who at the time at which they became stateless were citizens or sub- 
jects of countries on which the U.5. has declared war. 


The term "other persons" is used in a special sense to cover persons, 
other than enemy aliens who may be subject to regulations issued by the Secretary of 
War or the designated military commanders. Persons of Japanese ancestry, or citizens 
whose associations might lead to question are, therefore, made subject to the regu~ 
lation with regard to entering, remaining, or leaving any military area. 
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Dependents of enemy aliens and of such “other persons" for whom services or 
assistance may be provided include; 1. wives, children, husbands, whether alien or 
non—alien, of persons affected; 2. persons whether alien or non—alien, who are 
actually dependent upon or have been receiving substantial maintenance from the per- 
son affected. 


A large number of the dependents of enemy aliens are United State citizens. 
These citizens are not entitled to assistance by the protecting power for the country 
to which the person who supports them owes allegiance, but may receive assistance 
from Federal funds under this plan, 


Sec. WS 10-35 Restrictive Action Imposed by Governmental Agencies 
Woe 


Persons included in this plan must be affected by certain types of re- 
strictive action by the Government. The typsof restrictive action in which eligi- 
bility arises are limited to: 


1. Removal from or regulation within » military area or a restrictive or 
prohibitive area and 
2. detention or internment. 


Removal orders and regulations constituting "restrictive actions" are 
limited to such orders and regulations issued with respect to the following areas: 


1. Prohibitive and Restrictive Areas. Under Presidential Proclamation the 
Attorney General was authorized to exclude enemy aliens only from 
certain areas of military importance and to regulate their conduct in 
other areas. Certain prohibited and restricted areas were accordingly 
designated by the U.S. Attorney General, upon the recommendation of the 
War Department, Regulations ordering the removal of enemy aliens from 
the prohibitive areas and regulating their conduct within the restric- 
ted areas were issued by the U.S. Attorney General. 


2, Military Areas. Under an executive order the Secretary of War and the 
military commanders designated by him were authorized to prescribe 
military areas and to issue regulations governing the right of any or 
all persons to enter, remain in, or leave such military areas. When 
the designated military commander prescribes as a military area an area 
that the U.S, Attorney General has previously designated as restricted 
or prohibited, the military commander's designation controls, The 
military commanders have followed the practice of issuing? 
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a. Public Proclamations, which define the boundaries of military 
areas and regulate the conduct within such areas of persons 
designated in the proclamations; and 

b. Civilian Exclusion Orders which contain the regulations governing 
the removal of designated persons from a particular military area. 


Removal, Assistance is available after the issuance of an exclusion order 
by the military commander or the U.S, Attorney General directing specified groups of 
persons to remove themselves, or after an official statement that such an order will 
be issued, Assistance may be given to families and individuals in these groups after 
the exclusion order or the official statement has been issued, both prior to and 
after their removal. 


Regulation, The only regulations constituting restrictive action under 
this plan are those issued by a military commander regulating the conduct of enemy 
aliens and others within a military area, or those issued by the Attorney General 
regulating the conduct of enemy aliens only within a prohibited or restrictive 
areas. Enemy aliens in need because of regulations of the Department of Justice 
governing the conduct of enemy aliens generally throughout the country in relation 
to travel, cameras, etc., are not included in this plan. 


Detention. Enemy aliens thought to be dangerous to the national security 
are apprehended by the Federal Bureau of Investigation and placed in detention under 
the custody of the Immigration and Naturalization Service of the Department of 
Justice, pending final decision on their case, Unlike criminals, enemy aliens are 
apprehended and detained, not because of proof that they have broken a law, but be- 
cause of the Federal policy that makes national safety the paramount interest. 

Cases of detained persons are heard by civilian hearing boards, appointed by the 
U.S. Attorney General and located throughout the country; the recommendations of the 
boards are reviewed by the U.S. Attorney General, and final decision is made by him. 
Detained enemy aliens may be unconditionally released, paroled under specified 
condition, or interned. It may take many months before a final decision is reached, 


Internment. Enemy aliens who are found by the U.S. Attorney General to be 
dangerous to the public peace or safety of the United States are ordered interned 
and are trensferred to the custody of the War Department for the duration of the 
war. The fact that an enemy alien has been interned does not necessarily mean that 
he has been guilty of subversive activities, but he may be interned because it is 
feared that, if given the opportunity, he might engage in some activity adverse to 
the war effort. 
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It should be clearly borne in mind that this plan covers persons detained 
and interned. It does not cover persons who are apprehended by law-enforcement 
officers and imprisoned because of having broken a law. 


Sec. WS 10-40 Types of Services Available 
WSE 


A. The Services available under this plan include: 


1. Informational services, or referral to proper sources for infor- 
mation needed by enemy aliens in order that they may conform 
to existing regulations; 

2. Services related to community and personal adjustments, partic- 
ularly as affected by wartime measures governing enemy aliens; 

3. Services related particularly to economic rehabilitation, such 
as those involved in helping with problems of reemployment, 
appropriate utilization and conservation of resources, rehousihng, 
and moving to another community; 

4, Special services on behalf of children, including necessary 
placement with relatives, in foster homes, or in institutions. 

5. Financial assistance, to cover maintenance (including foster- 
home or institutional care), transportation for persons and 
household effects, and provision of necessary medical care, To 
be eligible for financial assistance, individuals and families 
must be in need, under the definition of need set forth in 
Sec. WS 11-55, as the result of one of the enumerated restric- 
tive actions. 


Sec, WS 10-45 Relation of Enemy Alien Program to Other Assistance Programs 
WSE 


It is not intended that this plan be used as the only social-service 
resource of persons who come within its scope. It is important to provide a contin- 
uity of services to enemy aliens, as to other individuals and families. The 
Federal Government, of course, stands ready to assume responsibility for the special 
services and assistance necessitated by its restrictive action in protecting the 
public interest. The type of service to be made available should, however, be de- 
cided on the basis of what is most adequately related to the best interests of the 
individual or family and at the same time consistent with the public interest. 
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The SDSW will ordinarily accept the determination of the county welfare 
department as to the proper allocation of responsibility in borderline cases, 
Financial assistance may not be made available simultaneousl: under this plan and 
under one of the regular programs. As the need for financial assistance under this 
plan must result from a restrictive action of the Government, there will usually be 
no problem in deciding under which program the case should be carried, In instances 
in which the family or individual may be eligible under both this and other programs 
for which the agency is responsible or woon which it may draw in granting assistance, 
the county welfare department will be guided by the following general policies in 
determining the program under which services and assistance should be granted: 


1. In cases in which the individual or family was not in need of and 
was not receiving service or assistance prior to the restrictive 
action that resulted in need, the case should be cnred for under 
this plan, even though cligibility for another special type of 
assistance (such as ANC) covld be established: 


ee In cases of individuals or families who were receiving service or 
assistance under another program: 


a, If the total situation of the family is substantially changed 
as a result of the restrictive action (as in cases requiring 
relocation and involving major readjustments), the case may 
be transferred to this program; 


b. If the situation remains substantially unchanged (as in the 
case of a separated family in receipt of ANC, in which a 
father who has been absent from home on a continued basis is 
interned), the case should be continued on the regular program. 


Sec, WS 10-50 Relation Between Ynemy Alien Program and the Plan of the German 
Wod Government to Assist Individuals of German Citizenship 


German citizens coming within the scope of this plan are eligible for 
financial assistance from funds made available by the Gernan Government through the 
Legation of Switzerland, In determining German citizenship, the Legation is bound 
by the law and policy of the German Government that expatriates Jews and the peoples 
of conquered countries. These persons are, however, eligible for assistance under 
the tnemy Alien Program if they are in need as a result of restrictive action or the 
part of the Federal Government, 











SDSW-CALIFORNIA~WS HANDBOOK Issued November 1, 1942 
a A cE a 




















WAR SERVICES ASSISTANCE TO ENEMY ALIENS 10-50 


EEE ETTETTITEITETE TEI ee 








The German Government through the Legation of Switzerland will, in addition 
provide assistance on behalf of German citizens who have lost their means of liveli~ 
hood as a result of vrejudice directed at them as enemy aliens. Such cases are not 
eligible for service or assistance under the terms of the plan for enemy aliens, 
unless they are also affected by a restrictive action of an authorized governmental 


agency - 


Sec. WS 10-60 Referral to Enemy Alien Program from Other Agencies 
WSE 


Although applications for public assistance are generally made by the 
applicant himself, direct applications under this plan may be less frequent. Re= 
quests in behalf of persons who may be in need of services and assistance may be 
received from such agencies as the Department of Justice, the Army, the W.R.A., and 
the American Red Cross. Requests may also come from the consulates of the Swiss 
Government, which represents the interests of German and Italian citizens who are 
living in the United States or from the consulates of the Snanish Government, which 
represents the interests of the Japanese who are living in the United States. 


Referrals may come in the form of lists of names and addresses of persons 
either to the SDSW or the county welfare department. The reason for the referral 
will not always be given. 


Sec. WS 10-65 Initial Interview 
WSE 


Referrals sent directly to the SDSW will be forwarded to the county welfare 
department for follow-up. That department will take the initiative in arranging an 
interview with the family or the individual referred, preferably in his own home. 


Every attempt to assure the family of fair dealing must be made at the 
time of the first contact. Full explanation of the function and services of the 
county welfare department and of the limitations of the services available under this 
plan is essential for the establishment of a working relationship between the worker 
and the family. The family should understand that, in making services available, 
the county welfare department does not have responsibility for law enforcement. 
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As in the other programs administered by the county, the purpose of the 
initial interview under this plan will be to determine the nature of the problem, to 
visualize related problems that are likely to arise, and to determine what can be 
done within the scope of the plan to assist in their solution. The usual clearances 
with the social service exchange and the county welfare department's master index 
should be made prior to the contact with the individual referred, 


When emergent need is found to exist and all the facts of eligibility can- 
not be verified without further investigation, the county welfare department may 
make a finding of eligibility on the basis of the facts available and grant interim 
assistance pending completion of the investigation. If only informational service 
is given to the applicant during the first interview and the need for further ser- 
vice does not appear probable, the interviewer should be certain that the indivic-— 
ual's questions have been answered as completely as possible and that he has a 
clear understanding of the information given him, Care should be taken to obtain 
the necessary identifying information for future reference, 


If any further contacts are indicated following the first interview, as 
definite a stetement as possible should be made to the individual in regard to 
(1) the services and assistance he may be able to secure on the basis of the infor- 
mation he has given, and (2) the arrangements that will be made by the interviewer, 


Sec. WS 10-75 Investigation 
WS 


The investigation of the status and needs of enemy aliens and "others" 
coming within the scope of this plan will include a visit to the home, where 
possible, and will consist of the verification of reported factual data supporting 
the basis for providing assistance, the analysis of the specific problems confront- 
ing the applicant and his family, aad the development of a plan for utilizing the 
services and assistance available under this program and other community welfare 
programs, The investigation should be directed toward the verification of the two 
primary factors that form the basis for providing service and assistance; namely, 
(1) that need for service or assistance exists, and (2) that such need has resulted 
directly from detention, internment, removal, or regulation within a military area 
or a prohibited or restricted area by a Federal agency. It will also be necessary 
to identify the applicant, or individual wpon whom the applicant is dependent, as a 
person wha has been affected by restrictive governmental action, Although no re- 
quirements as to the number and frequency of contacts is proposed the county will be 
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expected to keep informed of the changing circumstances and needs of the recipients. 
Changes in the employment status of dependents of persons detained or interned, 
internment or detention of other members of the household, or the placing of addi- 
tional limitations on alien activities by the Army or the Department of Justice 

may give rise to changes in need for financial assistance. 


Investigation with respect to need for financial assistance will not be 
necessary for persons requiring services under this plaa that do not involve 
financial outlay. Such services will be made available upon verification of alien 
status and the fact that the applicant has been affected br restrictive governmental 
action as set forth in Section WS 10-35. 


Sec. WS 10-85 Verification of Enemy Alion Status 
WS 


Enemy alien status (and evidence of restrictive zovernmental action) can 
be assumed with respect to a person whose family has been referred by the Department 
of Justice because of his detention or internment, or woon confirmation by that 
Department of such action, 


In instances other than those of internment or detention, the status of an 
individual as an enemy alien mar be ascertained by examination of the Certificate of 
Identification which enemy aliens are required, under Presidential Proclamation 
No. 2537, January 14, 1942, to have on their persons at all times. Occasionally, 
persons have claimed that they were registered erroneously as enemy aliens, As long 
as such porsons have in their possession certificates of identification indicating 
that they ere aliens of enemy countries, they are included in this program, Aliens 
not in possession of such certificates should be advised to report at once to the 
nearest office of the Immigration and Naturalization Service, 


It will be necessary to ascertain the citizenship or enemy alien status of 
each individual in the family or household unit for which assistance is being con- 
sidered, in order that financial responsibility as between the United States and 
other governments may be allocated. This is essential for purposes of identifying 
the persons for whom the Legation of Switzerland has taken responsibility on behalf 
of the German Government. The data regarding arrival in the United States, status 
of passport, and status of citizenship under German law, which are required for the 
"Social Data Report, German Citizens," will establish the status of persons claiming 
German citizenship, 
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Sec, WS 10-90 Verification of Restrictive Action by Governmental Agoncy 
WSS 


The general classes of restrictive action set forth in Section WS 10~35 
include (1) detention and internment, and (2) removal and regulation within a mili- 
tary area. The investigation must identify the specific regulation or action that 
has had a primary bearing on the current needs of the applicant, 


It may be assumed that a person whose dependents have been referred by the 
Department of Justice, the consul of Switzerland, or the American Red Cross is de- 
tained or interned if positive information concerning such action is included in the 
referral, 


If direct application to the local agency is made by the dependents of a 
detained or interned person, or if the information contained in the referral is not 
adequate, verification can be secured by telephoning the nearest office of the 
United States Attorney. If this is not feasible or if conclusive information cannot 
be obtained by telephone, a request for verification should be mailed to the nearest 
office of the United States Attorney, Pending clearance and return of the request 
for verification, the family or dependents may be presumed to be eligible for interim 
assistance upon evaluation of the statement of the apvlicant and verification of 
detention and internment through other sources in the community. 


The manner in which a person has been affected by any of the restrictive 
actions requiring removal and regulation within military areas or prohibited or 
restricted areas will be verified by referral to the specific order or regulation 
promulgated by the Military Commander or U.S, Attorney General. 


Sec, WS 10-95 Recording of Social History 
Vos 


Counties should use their present method of recording wherever possible, 
rather than establish special procedures under this plan. In this, as in other pro- 
grams, the information justifying the county's action with respect to the services 
given and financial assistance provided, should be clearly stated in the record. 


In an enemy alien case the record should include data on the following 


three points in addition to other information which may be pertinent to the particu- 
lar situation. These are: 
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1. Proof of alien status or nationality and how verified, 


Ce roof that dependence is due to restrictive action of the government 
and how verified. 


3. Evidence of need and how verified. 

A SUGGESTED OUTLINE FOR RECORDING THE SOCIAL HISTORY 
I. Referral ~ Source and reason, 
Il, Family composition. 


III. Nationality or citizenship-including detained or interned members of family 
group as well as those in the household, 


Alien registration data including number. If registration card is lost 
or misplaced, state whether duplicate has been requested or other action 
taken. 
IV. Restrictive action resulting in dependence. 
V. Occupational history. 
VI, Special problems. 
VII, Determination of need. 
A. Detailed statement of present financial situation. 
1. Heal or personal property. 
e. Income. 
3. Other resources. 
B. Budgetary requirements including special needs, 
VIII, Recommendations ~- Standard of assistance used. 
A. If Swiss Consul case, show the portion of the dudget which is to be 


paid from German funds and the portion to be paid from the ey 
alien fund for Ameritan citizens in the family, 
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Sec. WS 11-00 Confidential Nature of Records 
WSE 


The confidential nature of personal information obtained in connection 
with applications for services and assistance should be safeguarded under regulations 
of the SDSW,. 


Personal information should be released only to establish social welfare 
agencies, to individuals, or to organizations acting in behalf of the individual or 
the family at its request; or such information may be released, with necessary safe- 
guards, to military authorities and other Federal instrumentalities that perform 
specified services for the War Department and that request and use the information 
for war-related purposes only. Proper assurances should be obtained in all cases 
that the use of the information will be limited to the purpose for which it is made 
available, 


Only information having a direct bearing on the request for information 
should be furnished. Accordingly, a county representative should select the perti- 
nent factual information, leaving out personal information extraneous to the request, 
and should meke proper interpretation of the total county record with specific re- 
lation to the question at issue. 


Sec. WS 11-05 Informational Service 
WSE 


There will be a wide variety of requests, from aliens relocating and 
those in their own communities who anticipate restrictive action, on which the county 
can give information or can direct applicants to sources of information, Newcomers 
will want to establish contacts with schools, churches, end recreational programs; 
they will also vant to know about health resources, and housing facilities. Some 
applicants may wish the help of the county in making these community contacts; others 
may prefer to use the information on their own initiative. Some questions will be 
asked about alien status, travel regulations, property adjustment, employment, the 
opportunity for keeping the family group together, and preserving cultural standards. 
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Sec. WS 11-10 Naturalization Information 
WSz 


Questions about naturalization may also be asked. Persons should be re~ 
ferred to the nearest office of the Immigration and Naturalization Service for ad- 
vice on their eligibility to undertake or continue naturalization proceedings. In 
relation to this guestion, it is to be remembered that a noncitizen who is tech- 
nically an enemy alien is not precluded for the duration of the war from becoming a 
citizen of the United States. A German or Italian alien may be naturalized, if, on 
December 8, 1941, (1) he had his first papers at least 2 years but not more than 7 
years, or (2) he was entitled to apply for citizenship without declaration of in- 
tention (for example, husband or wife of American citizen), or (3) his petition for 
naturalization was pending in court. 


In addition, the President, by Executive Order No. 9106 (March 20, 1942) 
excepted "from the classification ‘alien enemy' all persons whom the Attorney 
General of the United States shall, after investigation fully establishing their 
loyalty, certify as persons loyal to the United States," Such aliens, under section 
326 of the Nationality Act of 1940, shall thereupon have the privilege of applying 
for naturalization, 


Sec. WS 11-15 Consultation on Matters of Property 
WSE 


Property questions may involve obtaining permission to conduct transactions 
with respect to the property of interned enemy aliens, sale of property prior to 
voluntary removal, or purchase of property for purposes of relocation. The Foreign 
Funds Control Unit, Department of the Treasury, is in charge of the licensing of 
property transactions made by enemy aliens, As pointed out in Section WS 50-00 
"Limitation on Enemy Alien Activity" no license need be obtained if the person is a 
generally licensed national. If he is not, applications for licenses should be 
filed with the nearest Federal Reserve Bank. These banks and their branches will 
furnish information on what, if any, permission is necessary in order to dispose of 
property and on the various procedures involved in getting such permission. These 
questions may also be referred directly to the United States Treasury, Foreign Funds 
Control Unit, either by the applicant or by the agency. 


Representatives of the F.Sec,A, and the county agricultural agents can be 
helpful in giving advice on such matters as contemplated transactions involving 
farms. 
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Sec. WS 11-20 Employment Planning 
WSE 


For some applicants, the giving of information about employment will -be 
sufficient. Others, however, may need the agency's interest over a period of time. 
It is important that employable applicants be helped as needed in finding employment, 
for their own sake and because they are necessary to the war effort. The country is 
facing a serious shortage of workers in certain occupations, which necessitates re- 
cruitment from all available sources of labor. The President's Executive Order 
No. 8802 (June 25, 1941) emphasized the need for full participation in the defense 
program of all persons, regardless of race, creed, color, or national origin. The 
U.S.E.S. has been working with employers toward an understanding and application of 
this national policy, which of course includes enemy aliens as a source from which 
needed workers should be recruited, 


Provisions have been made for the Secretary of the Navy to consent to the 
employment of certain aliens on "classified" aeronautical contracts. This work is of 
a highly confidential, secret, and restricted nature. The Secretary of the Navy has 
granted many such consents when applications have been properly made by a contractor 
on Alien Questionnaires. When the Secretary of the Navy grants consent for the em- 
ployment of an alien, it is the practice of the War Department to grant similar con- 
sent without further action on the part of either the alien or the employer. The 
usual procedure is to have the blanks, which are obtainable from the Army or Navy 
inspectors located at the plants, filled out by the company. They are then forwarded 
to the office of the Secretary of War or the Secretary of the Navy, depending upon 
the origin of the defense contract, with a request for a special work permit for the 
individual. This kind of employment is available on only a small scale, being re~- 
stricted usually to highly skilled, technical workers. It is, however, a very im- 
portant group in the war effort. 


Private employment may offer more opportunities than defense industries. 
Considerable emphasis has been placed upon employment of aliens in private industry} 
in December of last year, the U.S. Attorney General released a statement deploring 
discrimination against aliens in private employment as short-sighted. 


Some of the problems, however, which may be faced by these people in look- 
ing for work are: 
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1. lack of employment opportunities; 

2. Difficulty of small business men in getting stock and equipment; 
3. Unfriendly attitude of the community; 

4. Personal insecurity about applying for work in a new setting; 

5. Difficulties arising from curfew and travel regulations; 


6. Confusion of potential employers as to the requirements of the 
Government on employment of alien workers. 


Existing agency procedures should be followed in the use of employment 
resources within the agency and in referral to the U.5.,3.5. Some additional inter- 
pretation to the U.S.E.S. of the situations of the individuals referred may be help- 
ful. Inasmuch as some employers require birth certificates and other credentials, 
the U.S.E.5. may request such information from the agency, in certain situations, in 
order to facilitate placement of those aliens who meet the specifications of job 
openings. 


Sec. WS 11-25 Consultation on Personal Problems 
WSS 


Concern of individuals and families over alien status, anxiety caused by 
restrictions placed upon the family, particularly if they involve the detention or 
internment of the head of the family or the chief bread winner and result in loss of 
income, and worry over the family's future financial and social status may give rise 
to serious family problems in the solution of which the agency can be helpful. Re- 
ferral may be made in some situations to other agencies offering more specialized 
service. 


Sec. WS 11-30 Medical Care 
SH 


Where there are no medical facilities available and there are health prob- 
lems requiring attention these may be cared for under this program on the basis of 
verified need. It is expected that payment for medical care given in acute or 
chronic cases will be based upon actual changes, provided such charges do not exceed 
the established fee schedule of the county. For those counties having no established 


schedule of rates for medical care a suggested schedule will be sent upon request 
to the SDSW, 
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Sec. WS 1l~35 Care of Children 
WSE 


It has occasionally been necessary to intern alien parents before they had 
time to work out plans for the care of their children. In other instances it has 
been necessary to intern children with their parents. If there are relatives or 
friends with whom parents would like to place their children or if parents contem~ 
plate other arrangements, the county can frequently help with these. 


Placement of a child should be handled on an individualized basis, because 
of possibilities of increasing the child's anxiety and of threatening family life. 
The objective of keeving a child with its parents, especially the mother, whenever 
possible, should guide county policy. Awareness of children's problems and proper 
handling of them will not only protect children and family relationships, but will 
help to safeguard community life. 


Planning for the care of children and provision of apvropriate services 
should be undertaken with the participation of the C.W.S. worker, and the best 
standards of care should be maintained. Rates vaid for foster-home and institutional 
placement should be consistent with those prevailing in the community. The cost of 
institutional placement would be met on the same basis as that of hospitel care, 
usually on a per cavita, per diem basis. The use of children's institutions should 
be restricted to those that have been licensed and approved by the SDSW. 


Sec. WS 11-40 Planning for Voluntary Removal on an Individual Basis 
WSE 


As governmental restrictive measures are extended, more families and in- 
dividuals may choose to leave certain areas voluntarily. Some will be able to make 
their own plans; others will wish to call upon the services of the agency. Financial 
assistance may not be involved, but the advice of the agency and its opinion of the 
soundness of the plan will often be desirable. In all such instances a social plan 
should be formulated as the chief basis of any assistance rendered. It should com- 
prise five steps: 


1. Obtaining the details of the relocation plan as worked out by the 
family; 


2, Verification of the factual basis of the plan; 
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WAR SERVICES: ASSISTANCE TO ENEMY ALIEup 11-0 








3. An analysis of the family's requirements and resources for the period. 
covered by the plan; 


4, Determination of amounts of financial assistance necessary; 


5. Recommendations to the proper authority that the necessary change of 
residence forms.and travel permitS be executed. 


Residence of the family in the military area potentially prohibited must be 
verified, as well as the fact that the relocation planned for is not in a military 
zone or area. The source of support and housing facilities upon arrival should also 
be determined. If support is through employment, verification should be made vy 
direct contact with the new employer unless employment was secured through the local 
U.S.E.S. office, in which case it will be made directly by that office. The factors 
to consider. are degree. of permanence, continuity of employment, and degree to which 
earnings will meet current needs. If support is through relatives or friends, the 
county will use regular channels for making out-of-town inquiries and follow proced- 
ures governing inter-State relationships. 


Sec, WS 11-45 liaison Service 
WSE 


The county welfare department may be asked to serve as a channel of come. 
munication between the applicant and relatives and friends living elsewhere, There 
will occasionally be situations such as those involving plans for child care, which 
will require communication, including personal interviews, with aliens who are in- 
terned. Permission for county representatives to enter internment camps for personal 
interviews must be arranged through the SDSW, A letter from the county welfare de~ 
partment giving the name of the person who will make the contact with the camp, his 
title, nature of the business to be transacted and the name of the person to be in- 
terviewed, should be sent to the SDSW. That department will clear the request and 
Will notify the county when permission has been granted. : 


Sec. WS 11-55 Financial Assistance . 
WSE 


When financial assistance beyond that given to meet the immediate situation 
is required, it may be granted to individuals and families month by month on the 
basis of need and during such period as funds are available under this plan. 
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Although no statewide policy has been set and the budget has been left to 
the discretion of the counties it is expected that standards of assistanee for this 
program will not be higher than those generally applicable to persons eligible for 
financial assistance under the other welfare programs operating within the State: it 
is expected, however, that subsistence needs will be met. The standards in the 
approved plan for ANC or those in the GR program may be most nearly applicable to 
this program, Most counties have found the ANC budget most nearly applicable. 


There is no statewide limit on real or personal property. It is expected, 
however, that available assets will be taken into consideration and the advisability 
of using them will be determined on an individual case basis. 


Verification is not required prior to granting emergency aid where there is 
immediate need, When the family will require long time care, however, the usual 
verifications will be made, 


The county's standards and operating procedures for determining need and 
the amount of assistance may require adaptation to include provision for the treat- 
ment of special problems that are not usually considered as coming within the 
definition of need. In all cases need shall be determined by considering require~ 
ments in relation to available resources, Such adaptations should include: 


1. Provision for assistance in cash or in kind to individuals or families 
living in their own homes, boarding homes, or other types of living 
arrangements, 


2. Consideration, in establishing need, of anticipated expenditures re- 
lated to the services the family may require, and inclusion in the pay 
ment of the cost of medical care, travel, moving or storage of house- 
hold effects. Provision should also be made to meet the cost of 
burial, 


3. The immediate provision of cash in hand, assistance in kind, temporary 
shelter, travel, and transportation of household goods to meet emer- 
gencies, 
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4, Consideration of special Federal regulations regarding property of 
aliens in determining their need. In considering the effect of any 
resource on the need of an applicant, emohasis should be placed on 
determining the availability of the resource to meet current require- 
ments. Limitations through "freezing" by the Treasury Department may 
have been imposed upon property transactions and upon the amount of 
money available for the applicant's use, The agency will be able to 
identify the classes of persons to whom the Federal regulations on 
property described in Section 50-00 "Limitations on Enemy Alien Activ- 
ity," specifically apply. Such identification will provide a basis 
for determining the extent to which the resource is or can be made 
available, and for planning transactions for its conservation or 
liquidation, 


All payments made in cash or in kind under this plan are to be authorized 
and paid in accordance with the county's usual procedures. Information required on 
the authorization form should be carefully noted in order that the financial records 
of the county will yield the necessary information for Claiming reimbursement under 
this plan. 


Sec. WS 11+60 Notification of Decision 
WSE 


As soon as decision is reached as to eligibility for financial assistance 
under this plan, the applicant will be notified in writings of the decision and of 
the amount of assistance to be paid through the county welfare department. If the 
county is requesting assistance for the individual or fanily through the Swiss 
Governments this information should be given in the notification, 


| Recipients will also be notified when increases or decreases in payments 
are made, when their cases are closed, and when any other administrative action is 
taken by the county. The reason for the action shovld be given in the notification. 


If eligibility for financial assistance cannot be established, the reason 
for rejection should be given in the notification, 
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Sec. WS 12-00 Cooperation With the Legation of Switzerland on Assistance to 
WSE German Citizens 


The German Government has provided the Legation of Switzerland with funds 
that it may use to assist individuals of German citizenship in the United States. 


The Legation has requested the F.5,5.3, to arrange with the SDSW with 
respect to enemy aliens affected by restrictive action of the Federal Government to 
investigate such cases involving German citizens, determine the amount of assistance 
to be given, and notify the nearest consul of Switzerland of this decision. The 
Legation of Switzerland has instructed its consuls to make payments as recommended by 
the county welfare departments when German citizenship is verified through the alien 
registration number and complementary documents, such as passport or papers of origin, 
and when certain other essential data are supplied. 


It should be clear that the Legation of Switzerland is responsible for 
assistance to German citizens only. In determining citizenship, the Legation is 
bound by the laws of the Reich, Under these laws, Jewish persons and persons having 
citizenship in countries conquered by the Reich are excluded from German citizenship. 
Such persons are ineligible for assistance through the Legation; they are eligible 
under the plan for Enemy Aliens, however, if they are in need as a result of re- 
strictive action by the Federal Government, 


Cases may come to the attention of the Swiss Consul or the welfare agencies 
directly. If they come to the attention of the Swiss Consul he will refer the matter 
to the proper county welfare department with a request that an investigation be made. 
The county welfare department will then investigate the request for assistance and 
send a summary of that investigation together with a recommendation for the amount of 
financial assistance on a monthly basis to the Consulate of Switzerland, at 100 Bush 
Street, San Francisco. The report should consist of two copies of a narrative sum- 
mary (see Sec. WS 10-95), two copies of the Social Data Gard (see Sec, WS 42-00), and 
two copies of Request for Assistance Payment (see Sec, WS 31-40), Included in the 
narrative should be the basis upon which the assistance grant has been computed, In 
the event that emergency assistance is necessary and the family cannot wait for the 
receipt of a warrant from the Swiss Legation, or an emergency requires an immediate 
increase in the payment, assistance should be advanced from county funds and reim~ 
bursement claimed from the Swiss Consul. (See Request for Reimbursement in Sec, WS 
31-40.) When the family conditions have changed to an extent requiring an adjustment 
in the grant, a summary report should be sent by the county welfare department to the 
Swiss Consul authorizing such a change. (See Request for Change in Payment in 
Sec, WS 31-40.) 
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German citizens in need for reasons other than restrictive action, such as 
loss of employment due to prejudice, are not eligible for service or assistance under 
Enemy Alien Program. The German Government, however, has made funds available for 
German citizens in addition to those who come within the scope of this plan. In the 
same way that counties make arrangements for handling out-of-State inquiries, they 
may arrange with the consuls of Switzerland for investigating and reporting on cases 
for whom assistance is not available under this or other puolic assistance prograiis. 
In referring cases to the consuls, the county should consider carefully the possible 
results of such action and should avoid transferring cases now receiving public 
assistance since this may not meet the best interests of the families who, because 
of their loyalty to this country, may not wish to receive assistance from a foreign 
country. 


Sec. WS 12-05 Source of Referrals of Swiss Legation Cases 
WSE 


The Legation of Switzorland will refer all cases of German citizens coming 
to its attention to the SDSW. The nearest consul of Switzerland should be informed 
by letter that the inquiry has been received, and the approximate time the first 
contact will be made should be indicated in the letter. 


German citizens presumptively eligible for financial assistance through 
the Legation of Switzerland may be referred from other sources, such as the Red 
Cross, the Department of Justice, or the State Department; or direct application may 
be made. In such instances it will be unnecessary to forward any information to the 
consular office, except when financial assistance is needed, When the applicant is 
in need, the plan of the county to request assistance peyments from the consular 
office should be explained to him and his approval secured, The procedure for ob- 
taining assistance for such persons is the same as that for cases referred through 
the Legation. 


Some Germans, such as political refugees, may specifically request not to 
receive assistance from the German Government. If they present a reasonable basis 
for not wishing to receive assistance from the German Government or for not wishing 
to have data about members of the family presented to the German Government, they 
should be granted financial assistance under the plan for enemy aliens, 
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Sec. WS 12-10 Report of Investigation on Swiss Legation Cases 
WSE 


In all cases referred, the county will take the initiative in arranging 
an interview with the individual or family, voreferably by a visit to the home. If 
at the time of the first interview it apnears that the person referred is not in 
need of financial assistance and further contacts are not necessary, a letter should 
be sent to the nearest consul of Switzerland stating these facts. The letter should 
contain enough information about the visit to substantiate the county's decision. 


If at the time of the first interview it appears that financial assist- 
ance may be needed, a complete investigation should be made. On completion of the 
investigstion, three copies of the "Social Data Revort, German Citizens" should be 
filled out. (See Sec. WS 42-00). One copy is to be filed in the county's case 
record and the other two will be forwarded directly to the neerest consul of 
Switzerlend. Recommendation made by the county welfare department to the consul 
as to the amount of assistance to be vaid to any German citizen should be ac- 
comvanied by this form. The letter troensmitting the social deta report is the 
authorizing document and is to be signed by the person in the county welfare de~ 
partment who is authorized to apvrove expenditures of county funds under this 
plan. 


In some instances all members of the family, because they are German 
citizens, may be assisted from funds made availeble through the Legation of 
Switzerland. In other instances only the German citizens in the household will be 
eligible for assistance through this source, while others in the household who are 
not German citizens will receive assistance from Federal funds made available under 
the vlan for enemy aliens. In cases involving both German citizens and others, only 
that part of the need of the family which is allocable to the German citizen(s) 
should be included in the recommendation and entered on the social data report. In 
budgeting for family groups it is important to set forth an itemized budget. The 
share which has been determined to be that of the German citizen members of the 
household should be clearly shown. In determining the amount allocable to the 
German citizen(s), the county may use its established vrocedures for allocation of 
payments in families in which more than one tyve of assistance is being received. 


Sec. WS 12-15 Payment to Swiss Legation Cases 
WSE 
Upon review and approval of the social data report by the consul of 


Switzerland, payments will be made directly by him to the payee on a monthly basis. 
Notification will be sent to the agency thet payment has teen forwarded. 
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The Legation of Switzerland has advised the consuls that no adjustment in 
the amount of the payment shall be made on their initiative, without the prior ap- 
proval of the county welfare department. As changes in payment are authorized by the 
county, an official authorizing letter to this effect should be forwarded to the 
nearest consul, Current expense for medical and hospital care, as well as other 
needs, may be met through this program. 


Sec. WS 12-20 Standards of Assistance 
WSE 


Each county may use its own discretion as to the standard of assistance. 
That standard commonly accepted in the community, either the ANC or GR budget, has 
been considered acceptable, The previous standard of living in many of these 
families, is higher than that found in families coming ordinarily for assistance. 
The report should show the needs as estimated by the family and a statement as to 
whether or not readjustment to meet county standards presents sound planning. This 
might depend on the probable duration of care. In the long time cases resulting 
from internment or detention, the needs of the family are similar to those of ANC 
cases, The ANC budget would, therefore, be most nearly applicable. 


When the needs of the applicant do not fit into the pattern of a current 
monthly budget, but good social planning would indicate aid should be granted, the 
recommendation can be so worded as to leave the final decision on unusual items to 
the Swiss Consul, 


Sec. WS 12-25 Services of the County and Legation of Switzerland 
WSE 


The county welfare department will maintain such contacts with individuals 
who receive assistance through the Legation as are essential to give assurance that 
continuing financial assistance is needed and will provide or will assist the re- 
cipient in securing necessary services. These recipients will in many instances look 
to the consuls of Switzerland to answer inguiries concerning their citizenship status 
as it relates to the Reich, to repatriation, and to other matters bearing on their 
connections with the Reich, 


In cases of dissatisfaction recipients may come to the county welfare de- 
partment or may get in touch with the consul. The consuls have been instructed to 
refer complaints that appear to be justified to the county, and every effort will be 
made to reach a mutually satisfactory settlement, 
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WAR SERVICES FINANCIAL POLICIES AND PROCEDURES 
REVISION RECORD 
Revisions issued in changing this Chapter will be numbered in 
sequence. Changes made will be indicated by @ vertical line in the margin 


of the corrected page, against the line or lines changed. 


IT IS IMPORTANT that the holder of this Handbook check the numbers 


below, 
been incorporated in the Handbook and the old pages removed, 


corresponding with the numbers of the revisions when the latter have 
and that the 


State Department of Social Welfare be promptly notified in the event a number 


is passed without receipt of the corresponding numbered shect. 
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Sec, WS 30-05 Financing of Enemy Alien (WSB) and Civilian War Assistance (WSC) 
WSE WSC Programs 


Under the present agreements with the F,S,5,3, funds are advanced to the 
SDSW for operation of these programs. The individual counties 1 il] utilize their own 
funds for the operation of the programs and will be reimbursed each month for the 
expenditures incurred. The counties will segregate the expencitures mace for these 
programs from other expenditures and will maintain definite total and complete seg- 
regation of both assistance and administrative expenses under each of the W.5, pro- 
grams. The counties will set up controls and accounts in conformity with the re- 
quirements contained in the following sections. 


Payments of assistance or services to German Nationals receiving aid 
through the Swiss Legation will be made directly by the Swiss Consul. "Request for 
Assistance Payment", "Request for Change in Payment", and "Request for Reimbursement", 
forms (see Sec. WS 31-40 for sample of form letters) should ve filed directly with 
the Swiss Consul and not through the SDSW, 


Sec, WS 30-10 Advances for Enemy Alien and Civilian War Assistance Programs 
WSE WSO 


Although the general operations will be on a reimbursement basis, only in 
case of emergency or if conditions warrant will the SDSW advance funds to counties 
unable to finance the war services programs out of county funds, These advances will 
be handled on an estimate basis in a manner similar to that used for OAS, ANS and 
ANG, It is not anticipated that counties will use the advance method but, should an 
emergency arise, certain counties may wish to secure advance funds because of the 
enormity of the expenditure involved ana such a request will be made to the SDSW, 

If funds are advanced, the counties must segregate the funds advanced from all other 
county funds and must set u controls aug accounts for the funds advanced in conforn- 
ity with Federal requirements. 





Sec. WS 30-15 Reimbursement for Enemy Alien and Civilinn War Assistance Programs 
WSE WSC 


Claims for reimbursement for expenditures incurred for assistance will be 
submitted monthly on the War Services Assistance Affidavit (Form WS-1(DFA) and the 
listing of the expenditures will be shown on War Services Assistance Claim (Form 
WS-2(DFA). Reimbursement for expenditures incurred for administration will be 
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submitted on War Services Administrative Bxoense Affidavit (Form WS-3(DFA) and the 
individual items of expenditure will be shown on Administrative Expense Worksheet for 
Allocation of Expenditures for Salaries and Wages (Form DFA 64) and Administrative 
Expense Worksheet for Allocation of Expenditures for Maintenance and Operation and 
Capital Outlay (Form DFA 64a), 


Copies of these forms and instructions for preparation are included in 
Sec. WS 31-05 through Sec. WS 31-25. 


sec. WS 30-20 Accounting and Control 
WSE WSC 


A. Reimbursement Basis. 


Expenditures under these programs will be segregated from those for other 
programs. This means that separate accounts will be maintained for these programs in 
order that the transactions may be readily segregated from all other programs oper- 
ated by the counties, The regular accounting system may be adapted to provide such 
segregation with the setting up of the necessary additional accounts. 


The accounts for assistance shall reflect all disbursements of these pro- 
grams for the following types of expenditures under the individual programs: 
"Maintenance," "Transportation," "Medical Services," and "Other," Recording of 
accounts in this manner will facilitate the preparation of the War Services Assist- 
ance Affidavit, (Form WS-1(DFA). The accounts should make it possible to specify 
the types of services included uncer "Other," With respect to classification of ex- 
penditures under "Maintenance," "Transportation," "Medical Services," and "Other," 
the following should be noted: 


1. "Maintenance" includes such items as food, clothing, shelter, utilities, 
and other maintenance requirements to persons eligible for assistance 
under the W.S. programs, This item may also include maintenance re- 
quirements that are not usually recurrent and for which special pro- 
vision is frequently made, such as medical services, travel and trans- 
portation, and burial, when such requirements are provided for in un- 
differentiated money payments to recipients anc hence cannot readily 
be identified and classified separately. 
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2. "Transportation" includes amounts for providing travel of persons and 
transportation or storage of effects of persons eligible for assistance 
under the W.S. programs, This item should not include small allowances 
for car or bus fares for transportation to schools, clinics, etc. Such 
allowances should be reported as "Maintenance," 


3. "Medical Services" include care by physicians in home or office, clinic 
care, hospitalization, dental care, nursing service, medical appliances, 
Supplies and drugs, and laboratory and diagnostic tests to versons 
eligible for assistance under the W.S. programs, It is not intended 
that this amount should include allowances for medical services in- 
cluded in undifferentiated money payments to recipients; because of the 
difficulty of separating such allowances they should be reported as 
"Maintenance," Separate money payments to recipients intended for med- 
ical. services alone are presumably readily identifiable and should be 
reported along with payments made directly to persons and agencies 
furnishing medical services to recipients. 


4, "Other" includes items which are not readily identifiable as being 
either of the above mentioned categories. Cost of burial would be an 
example of "Other." 


5. "Petty Cash," if identifiable, should be charged to the prover category. 
The advance of petty cash is to be governed by county policy and pro- 
cedure and the individual case is the determining factor of the amount 
of petty cash required by the individual. It is not desired to become 
too far removed from regular county policy and procedure in the matter 
of petty cash advances, but it is to be remembered that different types 
of people are affected by war emergencies and it may be necessary that 
certain restrictions on petty cash advances be relaxed for these pro- 
grams. 


B, Advance Basis, 


When counties receive funds on an advance basis in emergencies similar 
accounting shall be maintained as outlined wider "Reimbursement Basis" above. In 
addition, if advances of Federal funds are made to counties, the following will be re- 
quired in connection with the control of advanced Federal funds: 
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The county officials vested with the authority to issue checks or | 
warrants on the Federal fund account should be bonded in amount com- 
mensurate with possible expenditures. If such disbursing officials are 
already bonded in such capacity, no additional bonding will be required 
for these programs if the present dond adequately protects these 
Federal monies. 


It will not be necessary to bond county disoursing officers in antici- 
pation of advancement of funds if the list of the persons who will 
probably handle the funds is incorporated in a fidelity schedule bond 
to be left undated until a situation arises requiring advancement and 
the expenditure of funds. Under such an arrangement the bonding com- 
pany usually gives thirty days automatic coverage to this list of 
authorized persons pending receipt of an exact list of the persons 
handling these funds at the time the emergency occurred. 


As a minimum of internal control over Federal funds advanced for these 
programs, the actual disoursement should be made by a person other 
than the one authorizing the assistance, except for emergency condition 
where under appropriate instructions of the county the persons author- 
izing assistance might be provided with a specified amount of cash out 
of which they would be authorized to give assistance in currency to 
individuals, Bonding requirements referred to above will not be 
applicable in such cases, However, each person receiving assistance 
in currency should be required to sign a receipt for the amount re- 
ceived, Insofar as possible regular county procedure should be 
followed in the matter of cash allowances, 


ixpenditures for funds advanced must be segregated as required under 
the procedure outlined for the reimbursement basis, 


Special forms for the request of emergency advances of Federal funds 
for the W.S. programs will be available to counties who require such 
an emergency advance, 


In addition to the accounts maintained for assistance, accounts shall also 
be maintained for administrative expenditures which will facilitate the preparation 
of the War Services Administrative Expense affidavit, (Form WS-3(DFA)), 
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Sec. WS 30-30 Auditing 
WSE WSC 


In order that the counties may be in a position to meet a Federal audit of 
the expenditures made, the counties will conform to the following minimum require- 
ments: 


1. Evidence of Authorization of Assistance 


a. It will be necessary for amditing and accounting purposes that all 
expenditures be supported by proper authorization, The authorization may provide for 
the payment of assistance or for the furnishing of such assistance in kind, It may 
be possible to use the same authorization form for both purposes. Authorization 
forms should contain the following minimum information: 


(1) Date of authorization; 


(2) Name of fiscal department or officer (if authorization is used to 
authorize payment to the recipient) or name of department, com- 
misary, or vendor upon whom the authorization to furnish services in 
kind is given; 


(3) Name and address of person for whom assistance is authorized, case 
number, if case numbers are used, and number of persons in family 
group included in grant; 


(4) Program under which the person is eligible for assistance (Enemy 
Alien Program or Civilian War Assistance); 


(5) Description of expenditures authorized, i.e., "Maintenance," 
"Transportation," "Medical Services," and "Other" (specify); 


(6) Amount of each type of expenditure; 

(7) Period for which assistance is authorized (Period should be indi- 
cated only when the authorization covers assistance needs for a 
specified period. If continuous periodic payments are authorized, 
this should be indicated. ); 


(S) Signature and title of authorizing official; 
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(9) Signature of recipient of assistance. Note: Under all conditions 
it is desirable to obtain a signed acknowledgment of the receipt of 
assistance from the person for whom the assistance is authorized. 
The following standards should be observed in this connection: 


(a) If the authorization is honored by a check drawn to the re- 
cipient of assistance as payee, and the paid check with the 
recipient's endorsement is available for audit, no signature 
of the recipient on the authorization form need be obtained. 


(ov) If the authorization is made for an amount paid out in cash as 
distinct from checks, a receipt from each individual receiving 
cash, and the amount received, must be a part of or attached to 
the authorization. 


(c) If the authorization is made to an individual to be honored in 
kind (i.e., goods or service), the signature of the individual 
acknowledging receipt of the goods or services should be ob- 
tained, 


(a) If the authorization is issued for group care, the signature of 
at least the group leader or some person in addition to the 
authorizing official should be obtained. 


(ce) If the authorization is issued for commodities purchased in 
bulk to be distributed to beneficiaries, the signatures of the 
beneficiaries need not be obtained on the original purchase 
authorization. Records indicating the disposition of such bulk 
purchases should, however, be available. If such bulk pur- 
chases are issued by written authorization to individuals, their 
signatures should be obtained on such individual authorizations. 


(f) If the authorization is issued for petty cash, a receipt from 
each individual receiving cash and the amount received must be 
part of or attached to the authorizetion. 


If the present county forms are not adaptable for this purpose, a special 
form may be worked out for use on these programs. 
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2. Evidence of Payment of Assistance 


The scope of the audit will include the verification (1) that the expendi- 
tures have been duly authorized, and (2) that the payments have been made. It will 
be required in the county agency that, in addition to the authorization, the account- 
ing records of each expenditure must be supported by actual evidence in the form of 
paid warrants or checks for the services or assistance authorized, and of invoices 
or bills in cases where assistance in kind is authorized. 


The audit scope will be on the basis of the minimum procedure to assure the 
discharge of accountability and will not be directed toward the review of adminis- 
trative decisions by the officers and staff engaged in the program, except where 
irregularities justifying further examination are evident. 


Sec. WS 30-35 Reimbursement for Administrative Costs 
WSE WSC 


Counties may be reimbursed for costs incurred in the administration of 
these programs. The requirements for obtaining reimbursement for costs of adminis- 
tering these programs will be similar to those now used in OAS, ANB and ANC, In- 
structions as to the method of claiming are outlined in Secs, WS 31-15, 31-20, 31-25, 
31-30 and 31-35, Accounts will be maintained for administrative expenditures which 
will facilitate the preparation of the claim for reimbursement for war services. 


Two methods of computing administrative expenditures for the W.S. programs 
may be used. The administrative expenditures for the W.5. progrems may be identi- 
fied and charged to either "Extraneous" or "Other Welfare Programs" according to 
whichever is most expedient for an individual county. 


Charges may be made to "Extraneous" in those counties where the number of 
cases in which assistance or services is given under these programs is so small that 
the amount involved is not worth the effort of computing the amount of Over-all which 
would be absorbed by the W,S.. programs,. 


Charges may be made to "Other Welfare Programs" when the programs are so 
extensive that the amounts involved are worth the additional work of computing the 
Over-all costs, 


In either case an identification should be made as to the amounts shown on 
The Administrative Expense Worksheet for Allocation of Expenditures for Salaries and 
Wages (Form DFA 64) and The Administrative Expense Worksheet for Allocation of Ex- 
penditures for Maintenance and Operation and Capital Outlay (Form DFA 64a) for each 
+ tacos i.c., Enemy Alien Program (WSE) or Civilian War Assistance Program 
WSC). 
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Sec, WS 31-00 Forms Employed 
WSE WSC 


Separate claims are to be filed for eachprogram and under each program 
separate claims are to be filed for assistance and administration. 


All claims for assistance shall be presented on SDSW War Services Assist- 
ance Affidavit (Form WS-1(DFA)), and War Services Assistance Claim (Form WS-2(DFA)). 


All claims for administrative costs shall be presented on SDSW War Services 
Administrative Expense Affidavit (Form WS-3(DFA)), which expenditures shall be in- 
cluded on Administrative Expense Worksheet for Allocation of Expenditures for _ 
Salaries and Wages (Form DFA 64), and Administrative Expense Worksheet for Allocation 
of Expenditures for Maintenance and Operation and Capital Outlay (Form DFA 64a). 


Sec. WS 31-05 War Services Assistance Affidavit (Form WS-1(DFA) ) 
WSE WSC 


Separate War Services Assistance Affidavits, (Form WS-1(DFA)), are to be 
prepared for assistance rendered under the two separate and distinct programs, 
namely, (1) Enemy Alien Program and (2) Civilian War Assistance, 


Under Item 1 show the total assistance paid, total of Column 6, War Services 
Assistance Claim (Form WS-2(DFA)), 


In Item la, "Maintenance," include amounts for providing maintenance; i.e., 
food, clothing, shelter, fuel, utilities and other maintenance requirements to 
persons eligible for assistance under the W.S. programs, This item may also include 
maintenance requirements that are not usually recurrent and for which special pro- 
vision is frequently made such as medical services, travel and transportation, and 
burial, when such requirements are provided for in undifferentiated money payments to 
recipients and hence cannot readily be identified and classified separately. Items 
included in la will be carried forward from column 7, Form WS-2(DFA). 


In Item lb; "Transportation," include amounts providing for travel of per- 
sons and transportation or storage of effects of persons eligible for assistance 
under the War Services programs. This item should not include small allowances for 
car or bus fares for transportation to schools, clinics, etc. Such allowances should 
be reported as Maintenance in Item la. Items included in 1b will be carried forward 
from column 8, Form WS-2(DFA), 





(em ee eee ee me et te ee re eee 


SDSW-~CALIFORNIA-WS HANDBOOK Issued November 1, 1942 














>¢ > / 
1s dees Tetss) ane. WRN ie he) On a a 


i , Bhs har ae te = wan . 


‘ey ry ao 


Pals 





ee me ee ne rns ee ee eS Oe ee ee 
i ee tem ee Nn ne ee ss ee ee 








WAR SERVICES FINANCIAL POLICIES AND PROCEDURES 31-05 


OR ce = ee em 





ee ee er 





ET TS ST VT 





In Item lc, "Medical Services," include amounts for providing medical ser- 
vices; i.e., care by physicians in home or office, clinic care, hospitalization, 
dental care, nursing service, medical appliances, supplies and drugs, and laboratory 
and diagnostic tests to persons eligible for assistance under the W.S. programs. It 
is not intended that this amount should include allowances for medical services in- 
cluded in undifferentiated money payments to recipients; because of the difficulty 
of separating such allowances, they should be reported as Maintenance in Item la. 
Separate money payments to recipients intended for medical services alone are pre- 
sumably readily identifiable and should be reported in Item le along with payments 
made directly to persons and agencies furnishing medical services to recipients. 
Items included in le will be carried forward from column 9, Form WS~2(DFA). 


In Item ld, "Other," include amounts not applicable under Items la, lb, or 
lc, 6.g., costs of burial of persons deceased as a result of enemy action. Other 
identifiable items should be listed in the spaces provided. Items included in ld 
will be carried forward from column 10, Form WS-2(DFA), 


In Item 2, "Refunds and/or Cancellations," include all refunds and /or 
cancellations of assistance paid under the W.S. programs, 


In Item 3, "Total Net Assistance Expenditures During the Month," report the 
net amount of assistance claimed for reimbursement from the SDSW (Item 1 minus Item 2) 


In Item 4 report obligations that have been incurred but not yet paid. 
This item is for reporting purposes only. 


Two copies of Form WS-1(DFA) must be submitted monthly to the SDSW, 


Sec, WS 31-10 War Services Assistance Claim (Form WS~2(DFA) ) 
WSE WSC 


Separate claims are to be prepared for assistance rendered under the two 
separate and distinct programs, The title of the program for which reimbursement is 
being claimed must be clearly designated in the heading. Classification of expendi- 
tures should be listed separately as to maintenance, transportation, medical services 
and other. Under Columns 1 and 2 the warrant number and date should be shown; under 
Column 3 the name of the payee should be shown; under Colwan 4 the case number or 
any other ready identification by which such case may be referred should be shown. 
Under Column 5 list the name of the grantee if other than payee as listed in Column Ae 
Under Column 6 list the amount of the warrant. Under Coluwnns 7, 8, 9 and 10 list the 
distribution of warrant amount as maintenance, transportation, medical services and 
other, Two copies of this form must be submitted monthly attached to War Services 
Assistance Affidavit (Form WS-1(DFA)). 
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Sec. WS 31-15 War Services Administrative Expense Affidavit (Form WS-3(DPA)) 
WSE WSC 


Separate War Services Administrative Expense Affidavits, (Form WS-3(DFA)) 
are to be prepared for administrative costs incurred in connection with the (1) 
Enemy Alien Program or (2) Civilian War Assistance, The program for which reimburse- 
ment is being claimed must be clearly designated in the heading, The information 
requested on these affidavits is comparable to that requested on the regular cate- 
gorical aid administrative expense affidavits and worksheets, That is, the total 
amount expended for Salaries and Wages, Maintenance and Operation, and Capital 
Outlay is to be carried forward from the accompanying regular Administrative Expense 
Worksheet, (Form DFA 64) and (Form DFA 64a) to the affidavits in the spaces provided 
for such purposes. Two copies of this affidavit should be submitted together with 
the administrative expense worksheets, 


Sec. WS 31-20 Administrative Expense Worksheet for Allocation of Expenditures 
WSE WSC Based on Results of Time Recording Salaries and Wages Only 
(Form DFA 64) 


Salaries and Wages claimed for War Services on Form DFA 64 may be carried 
to "Extraneous Expenditures" (Column 5) or to "Other Welfare Programs" (Column 13) 
from the County Employees Monthly Time Report, (Form DFA 43). In either method such 
salaries and wages should be clearly identified as to the separate and distinct 
program by coding the expenditures with the code symbol of the program involved, 
i,e., WSE. (Enemy Alien Program); WSC (Civilian War Assistance Program). 


Where the extent of the activities of these programs is sufficient to 
warrant the counties charging War Service administrative costs to Other Welfare 
Programs the Over-all absorbed by Other Welfare Programs must ve allocated to the 
W.S,. programs in the ratio thet each W.S. program is to the total of Other Welfare 
Programs, The total amount of Salaries and Wages which will be carried to Item 1, 
Form WS+3(DFA), will be the direct salaries charged to W.S. reported in Other Wel- 
fare Programs, DFA 64, plus the Over-all as computed above, 
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Sec. WS 31-25 Administrative Expense Worksheet for Allocation of Expenditures Based 
WSE WSC on Results of Time Recording for Maintenance and Operation and Capital 
Outlay (Form DFA 64a) 


Items of Maintenance and Operation and Capital Outlay will be compiled 
from authorizations or evidence of payments and listed in Extraneous Expenditures 
(Column 4) or in Other Welfare Programs (Column 12) on the regular Administrative 
Expense Worksheet, (Form DFA 64a). These items should be clearly identified as to 
the separate and distinct programs, by coding the expenditures with the code symbol 
of the program involved, i.e., WSE (Enemy Alien program); WSC (Civilian War Assist- 
ance program). 


Where the extent of the activities of these programs is sufficient to 
warrant the counties charging War Service Administrative costs to Other Welfare 
Programs, the Over-all absorbed by Other Welfare Programs must be allocated to the 
W.S, programs in the ratio that Salaries and Wages of each W.S. program is to the 
total Salaries and Wages of Other Welfare Programs, The total amount of Maintenance 
and Operation and Capital Outlay which will be carried to Items 2 and 3, Form WS-3 
(DFA), will be the direct Maintenance and Operation and Capital Outlay expenditures 
reported in Other Welfare Programs on Form DFA 64a, plus the Over-all as computed 
above. 


Sec. WS 31-30 Maintenance of Time Records in the County Agencies (Form DFA 42 ana 
WSE WSC Form DFA 43) 


Regular time records as maintained for the segreestion of time for claiming 
expenditures applicable to other regular welfare activities are to be maintained for 
time allocated to the W.5, programs, This can be accomplished by adding two new 
programs termed (1) Enemy Alien Program or (2) Civilian War Assistance to the regular 
time study forms, Employee's Individual Daily Time Record (Form DFA 42) and County 
Employee's Monthly Time Record (Form DFA 43), Allocation shall be made in the regu- 
lar manner and the time charged on the monthly time record to one or both of the 
above programs shall be carried forward to the Extrancous or Other Welfare Programs 
column on Administrative Expense Worksheet (Form DFA 64), | 


Sec. WS 31-35 Submission of Claims 
WSE WSC 


Separate claims for reimbursement of assistance and administrative expenses 
for each program shall be submitted to the SDSW immediately after the close of each 
monthly accounting period. Forms may be obtained from the SDSW upon request, 
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Sec. WS 31-40 Payments Made to German Nationals Through the Swiss Consul 
WSE 


Suggested form letters for requesting payment for German Nationals from 
the Swiss Consul are presented as follows: 


Request for Assistance Payment 
Request for Change in Peyment 
Request for Reimbursement 


These will be submitted directly to the Swiss Consul and not through the 
SDSW or the F.5.5.B, The suggested form letters are samples only and are not avail- 
able in printed or mimeographed form. (See Sec, WS 12-00.) 
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Request For Assistance Payment 


Mr, 
Consul of Switzerland, 
My dear Mr, 
Enclosed are two copies each of "Social Data Report" 


and "Summary of Narrative Record" on the case of 


(name and address) 


citizen of the German Government, Our agent has made an investi- 
gation of this case and recommends that monthly payments in the 


amount of $ be made beginning on 





Yours very truly, 


(Signature of authorizing official) 
Note: If emergency assistance was provided during the investigation, 
the following paragraph may be added: 
To date we have made the following expenditures on behalf 


of this applicant for which we are requesting reimbursement: 


> for 
(purpose) 
A certified itemized statement is attached) 
or ) (cross out one) 
Receipted bills are attached. ) 
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Request For Change In Payment 


Mr. 
Consul of Switzerland, 





My dear Mr, 


Our agency has recently reinvestigated the case of 





| (name and address) 


who has been receiving assistance amounting to $ | monthly 
through your office. The payment should be changed to > 


beginning | due to the fact that _ 


ere ee CC CC COD 





(reason for change) 


Yours very truly, 


(Signature of authorizing official) 


Request For Reimbursement 


Mr. 
Consul of Switzerland, 


—— ee 


My dear Mr, 








An emergency payment of $ has been made to 


for 


(name and address) | 


from the funds of this agency. 


(purpose ot 


We shall appreciate reimoursement for this payment. 


A certified itemized statement is attached ) 
of ) (cross out one) 
Receipted bills are attached. 


Yours very truly, 


(Signature of authorizing official) 


— 
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Form WS-1 (DFA), Octoper, 194 FORWARD TWO COPIES TO 

STATE OF CALIFORNIA STATE DEPARTMENT OF SOCIAL WELFARE 

DEPARTMENT OF SOCAL WELFARE SAGRAMENTO, CALIFORNIA 

WAR SERVICES AFFIDAVIT TO 
ACCOMPANY CLAIM FOR ASSISTANCE 


STATE OF CALIFORNIA 





WAR SERVICES ASSISTANCE AFFIDAVIT . 








PROGRAM 





INCLUDE ASSISTANCE EXPENSE FOR ONE PROGRAM ONLY 
FOR THE MONTH ENDING witecacall ee 





FISCAL YEAR 


(Do NOT WRITE IN THIS SPACE) ~ 








AMOUNT DUE FOR ASSISTANCE PAID | 


te TOTAL AMOUNT OF ASSISTANCE PAID DURING THE MONTH, . oc ew cw te ww we www wt ew eee $ 
(SAME AS TOTALS OF ITEMS A, B, C, AND Dd) 


Ae MAINTENANCE ooeeoeee# 7° (2 »@ eee eve Oy OOF Bah Peis” By Me) OY ae * ¢ @ 
bs: TRE fb PSM dws babes ee ew aee terre: 
Ce MEDICAL SERVICES e* @ e@® @ e* « # @® ee ee ee ee ee ee ee | es e8 ® ear ® res © 


ft Ff fF SF 


De OTHER (Speciry) ©. Oe O ae ° . eee . a * “ie ee . ds ech v8 ° -¢ 
(BURIAL) ; ; 7 Pat 











ie LESS REFUNDS AND /OR CANCELLATIONS © 2 6 8 © TAR: (OER el OF eer EP re oh) Res we > Die SAP © 2 i a 


3, TOTAL NET ASSISTANCE EXPENDITURES DURING MONTH 44.4 ses te ne eee peneveeeceecs $ 


4, TOTAL OBLIGATIONS INCURRED BUT NOT YET PAID 
FOR REPORTING PURPOSES ONLY) eoeeo eevee eeeeseeeeetbteeeeteeee e 


adil 


STATE OF CALIFORNIA 
COUNTY 





BEING DULY SWORN, DEPOSES AND SAYS: THE Apove EXpENDI~ 
TURES WERE MADE AND/OR FUNDS WERE ENCUMBERED UNDER AUTHORITY OF AND FOR THE PURPOSES SET FORTH IN PRESIDENTIAL 
ALLOTMENTS Yani AND 42-105, DATED FEBRUARY 6, 1942, and MaRcH 23, 142, RESPECTIVELY, AND IN ACCORDANCE WITH ANY 
LEGISLATION OR FURTHER ALLOTMENTS, INSTRUCTIONS AND STANDARDS |SSUED THEREUNDER, THIS 1S TO CERTIFY THAT THE ABOVE 
1S A CORRECT STATEMENT OF THE EXPENDITURES AND/oR ENCUMBRANCES AND THAT PAYMENT THEREFOR HAS NOT BEEN RECEIVED, 


SUBSCRIBED AND SWORN TO BEFORE ME THIS DAY 
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SIGNATURE OF WELFARE DIRECTOR OR OFFICIAL IN CHARGE 
TITLE 
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TITLE 
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| HEREBY CERTIFY, THAT WARRANTS COVERING THE ABOVE HAVE BEEN 1SSUED AND/oR FUNDS ENCUM- 
BERED AND THAT RECORDS SHOWING SUCH DISBURSEMENTS AND/OR ENCUMBRANCES ARE AVAJLABLE FOR AUDIT OR OTHER INSPECTION 
AND APPROPRIATE ACCOUNTING IS MADE OF ALL RECEIPTS AND D}SBURSEMENTS REGARDING THIS PROGRAM, 





SIGNATURE OF COUNTY AUDITOR 
TO BE ACCOMPANIED BY TWO COPtES OF FoRM W-2 (DFA) 


(See Reverse Side FOR INSTRUCTIONS) 


INSTRUCTIONS FOR FILLING OUT FORM WS-1 (DFA) 
MWAR SERVICES ASSISTANCE AFFIDAVIT" 


AY THE TOP OF THE FORM INSERT THE PROPER PROGRAM ({e£e, ENEMY ALIEN OR CIVILEAN WaR ASSISTANCE) FOR WHICH 
ASSISTANCE 1S BEING CLAIMED, ALSO INSERT THE COUNTY NAME AND THE MONTH COVERED IN THE SPACES PROVIDED, 


a 


ASS ISTA 


Stem te IOFAL AMOUNT OF ASS! STANCE PA|D DURING LHE MONTH 


REPORT HERE THE TOTAL AMOUNT OF ASSISTANCE PAID DURING THE MONTH WHICH 1S THE TOTAL 
oF Cotumn 6, WS-2 (DFA), “War SeRViceEs nee agene® CuAtM," THIS AMOUNT IS ALSO THE 
sum OF Items $A THROUGH ID OF FoRM WS=t * 


ite IAs MAINTENANCE 


REPORT HERE THE TOTAL OF COLUMN 7, Form WS-2 (DFA), "War SERVICES 
Assistance CLAIM," 


item |B. JRANSPORFATLON 


REPORT HERE THE TOTAL OF COLUMN 8, FoRM WS—2 (DFA), "War Services 
Assistance CLaim," 


item Ic, MEDICAL SERVICES 


REPORT HERE THE TOTAL oF COLUMN 9, Form WS-2 (DFA), "War SERVICES 
ASSISTANCE CLAIM," | 


item ID. OER (Speciry) 


REPORT HERE THE TOTAL OF CoLUMN 10, Form WS=2 (DFA), “War Services 
ASSISTANCE CLAIM,"' SPACE 1S PROVIDED FOR THE REPORTING OF BURIALS 
UNDER "OTHER." SPECIFY ANY OTHER EXPENDITURE INCLUDED, 


Lrem 20. REFUNDS AND/OR CANCELLATIONS 


STEM 3, 


REPORT HERE ALL REFUNDS AND/OR CANCELLATIONS MADE DURING THE MONTH FOR ASSISTANCE 
UNDER THAT WAR SERVICES PROGRAM WHICH 1S COVERED BY THE REPORT, 


TOTAL NET ASSISTANCE EXPENDITURE DURING MONTH 


REPORT HERE que TOTAL NET ASSISTANCE EXPENDITURES MADE DURING THE MONTH, (ITEM | 


_ MENUS ITEM 2 


Jrem 4, TOTAL 08 | INCURRED BUT NOT Y Al 


REPORT HERE THE TOTAL OBLIGATEONS INCURRED DURING THE MONTH BUT NOT YET PAID, THIS 
ITEM 1S POR REPORTING PURPOSES ONLY, REIMBURSEMENT WELL NOT BE MADE BY THE STATE 
DEPARTMENT OF SOCIAL WELFARE UNTIL OBLEGATIONS HAVE BEEN PAID. 


THE AFFIDAVIT SHALL BE DATED AND SIGNED BY THE PROPER COUNTY OFFICIALS IN THE SPACES PROVIDED, 
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INSTRUCTIONS FOR FILLING OUT FORM WS-2 (DFA) 
MWAR SERVICES ASSISTANCE CLAIM" 


AT THE TOP OF THE FORM INSERT THE PROPER PROGRAM, ( Jefe, ENEMY ALIEN OR CEVELEAN WAR ASSISTANCE) FOR WHICH ASSIS- 
TANCE 1S BEING CLAIMED, ALSO INSERT THE COUNTY NAME AND MONTH COVERED WJ THE SPACES PROVIDED. 


Columns! AND 2 
REPORT HERE THE NUMBER AND DATE OF THE WARRANT, 

COLUMN 3, 
REPORT HERE THE NAME OF THE PAYEE. 

Conumn 
REPORT HERE THE CASE NUMBER OR ANY OTHER READY IDENTIFICATION BY WHICH SUCH 
CASE MAY BE REFERRED, 

COLUMN 5. 
REPORT HERE THE NAME OF THE GRANTEE JF OTHER THAN THE PAYEE AS LISTED IN 
Co.umn 3, | 

Conumn 6 


REPORT HERE THE AMOUNT OF THE WARRANT. 
COLUMNS 7, 8,9, AND IQ ~~ 
REPORT HERE THE DISTRIBUTION OF THE AMOUNT OF THE WARRANT AS TO MAINTENANCE, 
TRANSPORTATION, MEDICAL SERVICES, AND OTHER. (REFER TO SECTION WS 32-05 FOR 
EXPLANATION OF BREAKDOWN ) 
TOTALS FOR COLUMNS 6, 7, 8, 9, AND 10 SHOULD BE SHOWN, 


TWO COPIES OF THIS FORM MUST BE SUBMITTED MONTHLY ATTACHED TO Form WS=! (OFA). 
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Form WS-3 (OFA), Ocroser, 19! FORWARD TWO COPIES TO : 
STATE OF CALIFORNIA STATE DEPARMENT OF SOCIAL WELFARE 
DEPARTMENT OF SOCBAL WELFARE SACRAMENTO, CALIFORNIA 
WAR SERVICES AFFIDAVIT TO ACCOMPANY 

CLAIM FOR ADMINISTRATIVE EXPENSE 


STATE OF CALIFORNIA 


COUNTY 





.o WAR SERVICES ADMINISTRATIVE EXPENSE AFFIDAVIT 





2 =~ ; 


INCLUDE ADMINISTRATIVE EXPENDITURES FOR ONE PROGRAM ONLY 


FOR THE MONTH ENDING » 193 _.___ FISCAL YEAR 


’ eprah 


9.55 eee eee rine iS . ne . 
“~~ (Po NOY WRITE IN THIS SPACE) - 





AMOUNT DUE FROM FEDERAL FUNDS FOR WAR SERVICES ADMANIST RATION ON THE ABOVE PROGRAM 


mn . SALARIES AND WAGES . pha sikh a ee e@ @¢ ae i 
2, MAINTENANCE AND OPERATION ..... eee ce $ 


ee 


de CAPITAL OUTLAY eeeeweeteeeee*t * ‘ e .% a 


WP isibadbtiseisitasninastsnieibids 


Wy TOTAL ADMINISTRATIVE EXPENDITURES DURING MONTH... 2.2... 0 $ 





STATE OF CALIFORNIA 


COUNTY iss 


BEING DULY SWORN, DEPOSES AND SAYS: THe ABOVE EXPEND 
TURES WERE MADE AND/OR FUNDS WERE ENCUMBERED UNDER AUTHORITY OF AND FOR THE PURPOSES SET FORTH IN PRESIDENTIAL 
ALLOTMENTS 4a~74 AND 4ae105, pAteD FesruARY 6, 1942, AND MARCH 23, 1942, RESPECTIVELY, AND IN ACCORDANCE WITH ANY 
LEGISLATION OR FURTHER ALLOTMENTS, INSTRUCTIONS AND STANDARDS ISSUED THEREUNDER. THIS 1S TO CERTIFY THAT THE 
ABOVE 1S A CORRECT STATEMENT OF THE EXPENDITURES AND/OR ENCUMBRANCES AND THAT PAYMENT THEREFOR HAS NOT BEEN 
RECEIVEDs 











SUBSCRIBED AND SWORN TO BEFORE ME THIS DAY 
STGNATURE OF WELFARE DIRECTOR OR OFFICIAL IN CHARGE 
OF ee 
TITLE 
TITLE 





| HEREBY CERTIFY, THAT WARRANTS COVERING THE ABOVE HAVE BEEN ISSUED AND/OR FUNDS ENCUM- 
BERED, AND THAT RECORDS SHOWJNG SUCH DISBURSEMENTS AND/OR ENCUMBRANCES ARE AVAILABLE FOR AUDIT OR OTHER INSPECTION 
AND APPROPRIATE ACCOUNTING 1S MADE OF ALL RECEIPTS AND D} SBURSEMENTS REGARDING THIS PROGRAM. 


SIGNATURE OF QOUNTY AUDITOR 


(See ReVeRse Stoe FOR INSTRUCTIONS) 


Form DFA 42 (Revised) —August, 1942 
STATE OF CALIFORNIA 
DEPARTMENT OF SOCIAL WELFARE 


County Employee’s Individual 
Daily Time Record 


STATE OF CALIFORNIA 


(Read instructions carefully before filling out this form) 


ELAPSED TIME 


(Difference 
WORK PERFORMED TIME WORKED2 erecan Calming 
2 and 3) REMARKS 
(5) 
ProcraM! COMMENCED FINISHED MINUTES 
(2) (3) 


CEPT 
AEE 





1 Use the following abbreviations for programs: Ac (Old Age Security); Bi-Ex (Aid to Needy Blind—Eligible to Federal Participation) ; Bu-INEL (Aid to Needy 
Blind—Ineligible to Federal Participation) ; CA-Ex (Aid to Needy Children Eligible to Federal Participation) ; CA-INEL (Aid to Needy Children-Ineligible 
to Federal Participation); IN (Indigent Aid); OWP (Other Welfare Programs); Ex (Extraneous); Ov (Over-All); OC (Other Combination-Joint) ; 
NA (Non-Allocable); Tr (Travel). ) 

2 Record Time to nearest five minutes. > thie scntine onite 


Form DPA 43 (revised) —April, 1942 COUNTY EMPLOYEE’S MONTHL: TIME RECORD CouUNTY OF 


STATE OF CALIFORNIA 
DEPARTMENT OF SOCIAL WELFARE 


ee a a a ees 





I Heresy Century That this is a true and accurate report of my time record as indicated. 





FS vesa estes cies PUMPER Mc ih meng ee ohgetet DA cn ae Ne a a a ol ced en he os 
Certificate of Supervisor TIT he. ag et te Mirena tene tiara bi irae se acteh Gol ie opt ae eee SLAG | mete tecttenee cence pies ok 
I Heresy Certiry The employees daily time records have been examined and that, to the best of 
my knowledge and belief, this time record is true and correct. | Title Monthly salary TOTAL | PER SALARY 
this mtg Sabet ac tains Siete a la a ere a a a “ COST TO 
PS neahwmar eae, Tint SEER TGOR Vi te I A ND St dat hn haute heel (Salaries only—Do not include travel or other expense) HOURS | CENT | proGRAMS 


I. Program 
(A) Aged aid 
(B) Blind aid—eligible 

~ (C) Blind aid—ineligible 
(D) Children’s aid—eligible 
(E) Children’s aid—ineligible 
(F) Indigent aid 


20121. | 22°) 25 


_ 


ee aed. | a abete tek eaoge ote fay 
bh eee ae ke 
| 
| 
| 
le be 
& 
Po dee 
a 
| 
| 
| 
| 
| 
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(G) Other welfare programs 
(H) Over-all salary expense 
(1) Extraneous activities 


* (J) Other such combinations not directly 


applicable above (specify): 


II. Total allocable time 


Ill. Travel time 


IV. Other non-allocable time (Conferences, etc.) 


Aa 
V. Vacation (Days ) ied 


VI. Sick leave (Days ) Rete, boa as rs a oe 
VII. Other time off (Days ) eke Pe abicgh pee a Pe i ord. a Pd ca 
ee or i et 


VIII. Total time (Items II-II-IV-V-VI-VI]) |__| 


In order to find percentage of time by programs and the salary cost applicable to each program either of two methods may be followed: 


Method 1 Method 2 
Total Hours (foreach program) __ aie of Allocable Time Petal Flours Cor eles pho weeds! Manabe 


Total Hours Allocable Time Devoted to Each Program XSalary—Salary Cost (for each program)| Verified by_____--_-_-___-_-_____E__ 
Total Hours Allocable Time Earned 














‘Salary Cost 


r each program) Posted by => sh 


Per Cent Time for Each Program X Monthly Salary Earned = Ft 


* All such combinations must be keyed so that proper distribution between programs may be made. (For example: Ac, BL-EL; Ac, OWP, CA-INEL; CA-EL, B1-EL.) 


Record time on this form to nearest half-hour as summarized from Daily Time Records, Form DFA-42. 


E> 13356 5-42 10M 
STATE PRINTING OFFICE 


Form DFA 64, ReviseD APRIL, 1942 FerwarD THREE copleS TO THE 








STATE OF CALIFORNIA ADMINISTRATIVE EXPENSE WORKSHEET FOR ALLOCATION STATE DEPARTMENT OF SOCIAL WELFARE 
DEPARTMENT OF SOCIAL WELFARE OF EXPENDITURES BASED ON RESULTS OF TIME RECORDING SACRAMENTO, CALIFORNIA 
~ (70 ACCOMPANY ADMINISTRATIVE EXPENSE AFFIDAVITS 
AND SCHEDULE) R ES AN S COUNTY OF 

A) IF PERIOD COVERED [S LESS THAN FULL MONTH, FORM DFA-64B SHOULD ALSO BE COMPLETED AND ATTACHED. MONTH OF 194_ 
B) SPECIFY JOINT COMBINATIONS AND AMOUNTS IN COLUMN 44, 

1 ee 

WARRANT 
OvE 





ene EXPEND] TURES 
¢ 


| : | WELFARE 
DATE NUMBER IP NDIGE PROGRAMS 





INSTRUCT IONS 


THE NAME OF EACH EMPLOYEE AS SHOWN ON ForM DFA 64 & DFA GleB SHOULD CORRESPOND 
wiTH THE NAME AS SHOWN ON THE COUNTY PAYROLL RECORDS, 


THE STATE DEPARTMENT OF SOCIAL WELFARE MUST BE NOTIFIED OF CHANGES OF NAME DUE 


r i TIME, THE eons ABBREVIATIONS FOR CLASSIFICATION TITLES SHOULD 
BE USE 


CWO T,FE,ITI, IV or ¥ COUNTY WELFARE DIRECTOR 
PAS \. i, OR WH PUBLIC ASSISTANCE SUPERVISOR 
PAW 1 OR ar PUBLic ASSISTANCE WoRKER 
CWSW CHILD WELFARE SERVICES WORKER 
PR & RES Ny. : - PROPERTY & RESOURCES INVESTIGATOR 
JR CLK | JUNiog CLERK 
BR CLK SENJoR " 
CHIEF CLK CHIEF " 
JR TYP CLK: JuNton Tyetst CLERK 
SR TYP CLK ikki SENIOR | 
JR ST CLK ies JUNIOR STENO " 
SR ST CLK SENIOR =" es 
JR BK CLK JUNIOR BOOKKEEPER CLERK 
SR BK CLK SENIOR + 
CHIEF BK CLK CHIEF . 
AD & GR OP ia ADDRESSEOGRAPH & GRAPHOTYPE OPERATOR 
RECPT , RECEPTIONIST 


JNTR JANITOR 


FORWARD JHREE COPIES TO THE 


4 DFA 6A, Reviseo CErrective Jucy 3, 1949) . ApMINesTRATIVE ExPENSe WORKSHEET FOR ALLOCATION STATE DEPARTMENT OF SOCIAL WELFARE 
TATE OF CALIFORNIA OF EXPENDITURES BASED ON RESULTS OF TIME RECORDING SACRAMENTO, CALIFORNIA 
EPARTMENT OF SOCtAL WELFARE 

TO ACCOMPANY ADMINISTRATIVE EXPENSE AFF PDAVETS FOR MA NCE_AN Pi COUNTY OF 





AND SeMEDULE) , 
PU a 


) Spectry Jomnt CommrNaTtONs AND AMouNTS IN COLUMN »3, 


ee ee a an eat mena leer iemaneeaeiiall 
eases tex aE os ee Seni Ai ies hele: hic ede ES er 
| Say, TRS ee. SR Sikes PRR as L 


WARRANT OsyECT OF EXPENDITURE Gross Totat | Less: Extran= | ToTat ALLocA} OLD AGE Pie TO pyr CHILDREN ee JOINT OVER@ALL 


Expe RES} EouS Exp - E ExpENDi=! SE EXPEND| TURES | EXPEND! TURES 
DATE NUMBER eet ote saa ae ELIGIBLE INELIG#BLE | ELIGIBLE] INELIGIBLE 
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WaR SERVICES REPORTING PROCEDURES 


REVISION RECORD 


Revisions issued in changing this Chapter will be numbered in 
sequence. Changes made will be indicated by a verticrl line in the margin 
of the corrected page, against the line or lines changed. 


IT IS IMPORTaNT that the holder of this Handbook check the numbers 
below, corresponding with the numbers of the revisions when the latter have 
been incorporated in the Handbook and the old pages removed, and that the 
State Department of Social Welfare be vromotly notified in the event a number 
is passed without receipt of the corresvonding numbered sheet, 
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WAR SERVICES REPORTING PROCEDURES 4O-O1 


ae SSS 


Sec. WS 40-01 Uniform Numbering of Requests (Applications) for Assistance and/or 
WSE; WSC Service 


A uniform system of case numbering is to be followed by all counties 
handling the WS vrograms. Hach county is responsible for its own numbering, Case 
numbers shall be assigned to requests for assistance and/or service which are re- 
jected as well as to those accepted. This is necessary in order to identify re- 
jected requests. 


The following procedure is to be emvloyed: 


Assign a number to each request as it comes to the attention of the 
CWD. <A new series, sevarate and apart from any other county numbering 
system now in use, is to be installed. Use the county abbreviation as 
a prefix to the number and designate the type of request by using the 
WS program abbreviation as a suffix; i.e., WSS (Enemy Alien Program) , 
WSC (Civilian War Assistance Program), It is not necessary to use a 
separate series of numbers for each of the WS vrograms. An example 
for San Francisco County would be? 


SF 1 wWsc 
SF 2 WSE 
SF 3 WSC 


The numbering vrocedure is effective es of November l, 1942. WS cases 
receiving continuing care as of that date are to be numbered according to the 
ebove system; however, cases that have received service but which were closed as 
of November l, 1942, need not be numbered. Any cases closed prior to November L 
and reovened after that date are considered the same as new requests. 


Sec. WS 40-02 Renorting 
WSE: WSC 


The county welfare department will need to have available in its own 
files such recorded information as will substantiate its action with respect to 
the services given end the financial assistance provided. (See Sec. WS 10-95 
Recording of Social History.) 


Following are copies of forms and detailed instructions for completion 
and submission of required records and reports on county operations under the 
Enemy Alien end Civilian War Assistence programs. These consist of} 
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Monthly Statistical Reports. 


ae Monthly Statistical Report on Civilian War Assistance, 
(Form WS~6) 

b. Monthly Statistical Report on Services and Assistance to 
Enemy Aliens and Other Persons in Need Because of Restrictive 
Action of the Federal Government, (Form WS-7). 


These are to be submitted to the SDSW as indicated in the 
detailed instructions in See WS 40-05 et seq. and See WS 41-00 
et seq. 


War Services Data Forms (WS=9) covering all requests for assistance 
and/or service under both the Enemy Alien and Civilian War Assistance 
programs. These are to be submitted monthly to the SDSW with the 
Monthly Statistical Reports (Forms WS-6 and WS-7) as indicated in 

the detailed instructions in Sec. WS 44-00, et seq. 


Individual and Family Data Forms for civiliens evacuated under 
Government plan from Alaske and Hawaii. Oopies of these forms 
are to be routed at the time of final disposition of the case as 
indicated in the detailed instructions in Sec. WS 43~00 et seq. 


Sociel Data Reports (WS=8) on German citizens eligible for financial 
assistance through the Legation of Switzerland. Conies of this 

form are to be submitted directly to the Swiss Consul in duplicate 
along with copies of the Narrative Summary and Request for Assistance 
Payment (both in duplicate) as indicated in Sec. WS 42-00 et seq.” 


* War Services Data Forms also must be submitted to the State Department of Social 
Welfare on these cases. 
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Form WS-6, October, 1942 
STATE OF CALIFORNIA 
DEPARTMENT OF SOCIAL WELFARE 


Monthly Statistical Report on Civilian War Assistance 


Report for month of County 








A. KEQUESTS NUMBER 














he ROQUGSTS TPOGeLVOd: GUPINE GONG sic add ca coe eK wed ae ebb Oke bee bees ° 
Ry ROQUERTE TIGHOOEG OF UUPIRe MORGMiiiics bawwid sod Seine dk chad Vadose seweee ‘ 
a. Approved for assistance and/or service.......... ai ried cee a bewe 
b. Rejected or otherwise disposed of...... hie Win ke eusk pow Qa et es re 
5. Persons in cases represented by requests approved during month to 
receive Benletance GNGs/OT GOTVICE). ccc evened cece vicerebesecucaens 
4. Cases approved during month for assistance, by primary 
FORRGR: COP OG bik 6 CR ia ee is WS 1 eh OO e's OE Mew BOS eater con eas ‘ 
Re DP Sas 4a CNS a SEAS ORDERS SRR OR Kae e EN eeak Cobre ee ree 
(1) Civilians who have been injured and/or dependents of 
SUCK POTHONE «si gidscsvwees pes eRe ae ews Lael e ow os os 
(2) Dependents of civilians wno have been killed, detained or 
interned by enemy, or reported as missing......0..,.0+. aon we 
(3) Civilians who nave sustained damage to or destruction of 
POGL OF PSPEONAL: PVORSPT isk. koe coe CREO dees Or eee (aes : 
(4) Civilians repatriated to the United States......, di wh Beate seat ‘ 
(5) Other (Specify: we 
b. Evacuation under plan of Federal Government... ....eeeeeeeeeceee , 
(1) Civilians evacuated from Alaska or Hawaii.............000. , 
(2) Civilians evacuated from danger points in 
CONTINENTAL UiSsaiwesevenactecue oe Te CRON BAe Ow OM ‘oe 
(3) Other (Specify: or 
B. CASES RECEIVING ASSISTANCE OR SERVICE NUMBER 
5. Cases receiving assistance.......... Ft hid Aiea ONO be HR EE he 8% : 
6. Cases receiving service only........+.5> See Te ee Te ee ee eee ee ° 
GC. OBLIGATIONS INCURRED FOR ASSISTANCE AMOUNT 
7. Total obligations incurred for assistance..,.......-. Maas Enders . 
Su ATU OROI ae i hin ik ove 60h eee eda R OOO Ra ee We Raed ae ewe er re eo ties 
b. Medical services....6....6.. PELE RK a SK Pe ee ee ee eee 
Cy TRAVeGL Gnd CPansportat tons. nresvscescsecaes eae he oho i weatac es Shere let ° 
Ri BORIS a ake oekw oer ewen'e > eM Ce ee hares Kae ee Saheb aP Atos cg cbicocnllh ee 
8. Total repayments of assistance.,....... bP eared wlews Bebe a iat eee red 





Date Name of person reporting 


Title 
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Sec. WS 40-05 Instructions for Monthly Statistical Report on Civilian War Assistance 
WSC Form WS~6 


This report relates to the operations of county welfsre departments in 
providing temporary assistance and services to civilians, who are in need because 
of enemy action or because of evacuetion under a plan of the Federal Government. 
Instructions for the report are in the following sections. 


Sec. WS 40+10 Submission of Report 
WSC 


The report is to be prepared monthly by county welfare departments. The 
originel is to be sent to the Division of Research and Statistics of the SD5W by the 
eighth of the month following that to which it applies. The first report on Form 
WS—-6 should cover the first month (not vrior to November, 1942) in which the county 
has had requests for assistance end/or service under this program. If, in any sub- 
sequent month, no operations occur under this vrogram, this fact mey be reported by 
letter. The statistical report should be accompanied by a War Services Data Card 
(Form WS~9) for each request for assistance and/or service under the Civilian War 
Assistance Program disposed of during the month. 


Sec. WS 40-15 Definition of Civilian War Assistance Case 
WSC 


The term "case" as used in this revort means an individual or a family 
groupe The term includes: (a) wives, children, or husbands of persons affected; 
and (b) other persons who are actually dependent uwoon and have been receiving sub- 
stantial maintenance from the person affected. 


Sec. WS 40-20 Part A. Requests 
WSC 


Item 1l.--Enter the number of requests by families or individuals for 
assistance or service under the Civilian War Assistance Program that were received 
during the month. 


Item 2e--Enter the sum of the entries in items 2a and 2b. The entry in 
item 2 should equal the number of War Services Data Cards (Form WS+-9) accompanying 
the revort. 


Any discrepancy between item 1 and item 2 should be exvlained in a 
footnote. 
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Item 2a.Enter the number of requests disposed of during the month through 
the approval of cases to receive assistance, on an emergency or month+to-month basis, 
and/or service extending beyond the initial interview. This number should equal the 
number of War Services Data Cards submitted for Civilian War Assistance requests 
during the month, on which Disposition is checked as item 9A, Accepted for assistance 
and/or service. 


Item 2b.~-Enter the number of requests rejected because of ineligibility 
or otherwise disposed of during the month. This count should include requests dis 
posed of during the month through the provision of information only or through the 
provision of service completed during the course of the initial interview. The 
number should equal the sum of the War Services Data Cards submitted for Civilian 
War Assistance requests during the month on which Disposition is checked either as 
item 9B, Action completed at initial interview, or 9C, Rejected. 


Item 3.~-Enter the number of persons included in the casesreported in 
item 2a, i»e., those approved during the month to receive assistance, on an emergency 
or month-to-month basis, and/or service extending beyond the initial interview. 


Item UsssEnter the sum of entries in items 4a and 4b. This count should 
include only cases approved during the month to receive assistance on an emergency 
or month=to-month basis; it should not include cases approved for service only. 


Item 4as-~Enter the total number of cases approved during the month to 
receive assistance that were in need of such assistance primarily because of enemy 
a The entry for this item should equal the sum of the entries in items Me(1)- 
Lal 5 * 


Items 4a(1)-4a(5).--In classifying the total number of cases reported in 
item 4a for distribution among items 4a(1)—4a(5), each case should be counted only 
once and should be classified according to the circumstance arising from enemy 
action that was vrimarily responsible for the need for assistance at the time of 
apvrovals 


Item La(1) .—-Enter the number of cases approved during the month to receive 
assistance that were in need of such assistance primarily because of the injury of 
civilians. 


Item 4a(2).--Enter the number of cases approved during the month to receive 
assistance that were in need of such assistance primarily because of dependence on 
civilians who have been killed, detained or interned by the enemy, or reported as 
missing. 
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Item 4a(3).--“Enter the number of cases approved during the month to receive 
assistance that were in need of such assistance vrimarily because of damage to or 
the destruction of real or personal property. 


Item Ha(4) Enter the number of cases approved during the month to receive 
assistance that were in need of such assistance primarily because of repatriation to 
the United States. 


Item 4a(5).—-Enter the number of cases approved during the month to receive 
assistance that were in need of such assistance primarily because of some circumstance 
arising from enemy action other than those specified in items 4a(1)-4a(4), In so far 
as possible the "other" circumstance(s) should be specified in the space provided 
for that purpose. 


Item 4b.--Enter the total number of cases aporoved during the month to 
receive assistance that were in need of such assistance primarily because of 
evacuation under a plan of the Federal Government. The entry for this item should 
equal the sum of the entries in items 4b(1)~4»(3). 


Items 4b(1), Ub(2), and 4b(3).-~In classifying the total number of cases 
revorted in item 4b for distribution among items 4¥b(1), 4b(2), and 4b(3), each case 
should be counted only once and should be classified according to the place, i.e.; 
Alaska or Hawaii, danger points in the continental United States, or other, from 
which evacuated under a plan of the Federal Government. 


Item 4b(1).--Enter the number of cases aporoved during the month to receive 
assistance that were in need of such assistance vrimarily because of evacuation from 
Alaska or Hawaii under a plan(s) of the Federal Government for evacuation of civil- 
ians. 


Item 4b(2).--Enter the number of cases approved during the month to receive 
assistance that were in need of such assistance primarily because of evacuation from 
danger voints in the continental United States under 4 plan(s) of the Federal Govern- 
ment for evacuation of civilians. 


Item 4b(3).--Enter the number of cases approved during the month to receive 
assistance that were in need of such assistance vrimerily because of evacuation from 
places other than those specified in items 4b(1) and 4b(2) under a plan(s) of the 
Federal Government for evacuation of civilians. The "other" place(s) from which the 
cases reported in this item were evacuated should be specified in tne space provided 
for that purpose. 
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Sec. WS 40-25 Part B. Cases Receiving Assistance or Service 
WSC 


Item 5.--Enter the number of cases to which the assistance reported in 
item 7 was furnished for or during the month. This count should include cases re~ 
ceiving assistance on a repayment basis as well as those receiving assistance in 
the form of outright grants. 


Item 6.--Enter the number of cases receiving service during the month under 
the Civilian War Assistance Program, but not receiving assistance. This count ‘should 
include only those cases for which the provision of service extended beyond the 
initial interview. | 


Sec. WS 40-30 Part C. Obligations Incurred for Assistance 
WSC 


Expenditures for assistance should be revorted, in so far as possible, on 
the basis of obligations incurred for the month, i.e., assistance should be reported 
for the month for which it is authorized. Counties unable to report on this basis 
may report on the basis of obligations incurred during the month. 


Item 7.—-Enter the sum of the entries in items 7a, 7b, 7c, and 7d- This 
sum should represent the total amount of obligations incurred for assistance, in~ “ 
cluding assistance granted on a repayment basis, in the form of money payments, 
relief orders, or commodities, to persons eligible for aid under the Civilian War 
Assistance Program. It should include the total amount of assistance provided for 
or during the month on a repayment basis even though some recipients may have re~ 
veid part or all of the assistance they received on this basis during the same 
month, and it should include assistance provided on an emergency basis as well as 
assistance provided on a month-to-month basis. 


Item 7a.—-Enter the amount of obligations incurred for providing mainten~ 
ance, i.e», food, clothing, shelter, fuel, utilities,.and other maintenance require- 
ments, to persons eligible for aid under the Civilian War Assistance Program. This 
item may also include obligations incurred for requirements that are not usually 
recurrent and for which special provision is frequently made, such as medical 
services, travel and transportation, and burial, when such requirements are pro~ 
vided for in undifferentiated money payments to recipients and hence cannot readily 
be identified end classified separately. 
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Item 7b.-~Enter the amount of obligations incurred for providing medical 
services, i.e., care by physicians in home or office, clinic care, hospitalization, 
dental care, nursing service, medical appliances, supplies and drugs, and laboratory 
and diagnostic tests to persons eligible for aid under the Civilian War Assistance 
Program. It is not intended that this amount should include allowances for medical 
services included in undifferentiated money payments to recipients; because of the 
difficulty of separating such allowances, they should be reported as "Maintenance" 
in item 7a. Separate money payments to recivients intended for medical services 
alone are presumably readily identifiable and should be reported in item 7b, along 
with payments made directly to persons and agencies furnishing medical services to 
recipients. 


Item /c.--Enter the amount of obligations incurred for providing travel 
of persons and transportation or storage of effects to persons eligible for aid 
under the Civilian War Assistance Program. This item should not include small 
allowances for car or bus fares for transportation to schools, clinics, etc.; such 
allowances should be reported as "Maintenance" in item 7a. 


Item /de-~Enter the amount of obligations incurred for burial of persons 
eligible for aid under the Civilian War Assistence Progran. 


Item 8.-—Enter the total amount of repayments of assistance received by 
the county welfare departments during the month. This amount should include re~ 
payments applicable to assistance furnished during the month to which the report 
applies, as well as repayments that are applicable to assistance furnished in 
previous months. 
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Form WS-7, OctoBer, 1942 
STATE OF CALIFORNIA 
DEPARTMENT OF SOCIAL WELFARE 


Monthly Statistical Report on Services and 
Assistance to Enemy Aliens and Other Persons in Need 
Because of Restrictive Action of the Federal Government 
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Sec. WS 41-00 Instructions for Monthly Statistical Report on Services and 


WSE Assistance to Enemy Aliens and Other Persons in Need Because of 
Restrictive Action of the Federal Government 
Form WS 7 


This report relates to the operations of county welfare departments in 
providing services and assistance in individual situations (as distinguished from 
controlled mass removals) to enemy aliens and other persons, and the dependents of 
such enemy aliens and other persons, who are in need because of restrictive action 
of the Federal Government in the form of removal orders or official announcements 
that such orders will be issued, regulations governing conduct within designated 
military, prohibited, or restricted areas, detention of enemy aliens, and intern- 
ment of enemy aliens. Instructions for the report are in the following sections. 


SeceWS 41-05 Submission of Report 
WSE 


The report is to be prepared monthly by county welfare departments. The 
original is to be sent to the Division of Research and Statistics, SDSW, in time to 
be received not later than the eighth of the month following that to which it 
applies. The first report on Form WS 7 should cover the first month (not prior 
to November 1, 1942) in which the county has had requests for assistance and/or 
service under this program. If, in any subsequent month, no operations occur 
under this program, this fact may be reported by letter. The statistical report 
should be accompanied by a War Services Data card (Form WS+9) for each request for 
assistance and/or services under the Enemy Alien Program disposed cf during 
the month. 


Sec. WS 41#10 Definition of Case 
WSE 


The term "case" as used in this report means an individual or a family 
group. The term includes: (a) wives, children, or husbands, whether alien or non~ 
alien, of persons affected; and (b) other persons, whether alien or non-alien who 
are actually dependent upon and have been receiving substantial maintenance from 
the person affected. 





SDSW~CALIFORNIA-WS HANDBOOK Issued November 1, 1942 








ES ETE 
i rg 7 yee t oi 


Gea he 4 
SSIs Samed 


’ te 
hy 6 - 


a 
eae 


. SMeghe Sy vy 
V oh Lee aah i= ht 
Fee TOES 
> A ee et “ 
Mae, 


~ 
< 


. 





= ey fb 





a nn re a> ceacammmmmmtomaranicraeasratt Stub fuesetn cb ARACEAE OSS EU SITE NOTICIA 

















WAR SERVICES REPORTING PROCEDURES W115 





ocean eset mt eet TS CAC ELL A CLEC LDL ALLO LO OL CLE A LT - 
EE LS ALLELE RTL LOL, | ee 





Sec. WS 41-15 Part A. Requests and Referrals 
WSE 


Item l.«<Enter the sum of the entries in items la and lb. 


Item la.--Enter the number of requests originated by applicants, l.e-, 
direct applications by families or individuals for service or assistance available 
under this plan, received during the month. 


Item lb.--Enter the number of referrals received during the month from 
other agencies such as the Army, Department of Justice or the W.R.A. i.e, families 
or individuals whose names have been referred to the county welfare department as 
possibly eligible for and in need of service or assistance available under this 
plan and who have been or are to be contacted by the county welfare department. 


Item 2.--Enter the sum of the entries in items 2a and 2b. Citizens of 
enemy countries in need for reasons other than restrictive action of the Federal 
Givernment are not eligible for service or assistance under this plan, and re~ 
quests by, and referrals of, such persons should, therefore, be reported in item 
2b, even though the county welfare department may, under arrangements between it 
and protective powers, make provision for certifying such persons to receive 
assistance from protective powers, The entry in item 2 should equal the number 
of Social Data Cards (Form WS=9) accompanying the report. 


Any discrepancy between item 1 and Stem 2 should be explaned in a footnote. 


Item 2a.--Enter the number of requests and referrals disposed of during 
the month through the approval of cases to receive service extending beyond the 
initial interview and/or assistance. This will be the sum of items 2a(1) and 2a(2). 


item 2a (1)--Enter the number of cases approved to receive service ex- 
tending beyond the initial interview and/or assistance which were in need of such 
service or assistance vrimarily because of (a) the issuance of remcval order, or 
an official announcement that such an order will be issued, by the Army or the 
Department of Justice, or (b) regulations issued by the Army governing the conduct 
of enemy aliens and others within military areas designated by the Army, or regu- 
lations issued by the Department of Justice governing the conduct of enemy aliens 
in prohibited or restricted areas designated by the Department of dustice. 


ee 


SDSW~CALIFORNIA-~WS LaNDBOOK Issued November 1, 1942 














a A TT TT TT LS 
Ss sss EE eee 








LL LOLOL TT ALES NT TN OT A SR te 


WAR SERVICES REPORTING PROCEDURES U115 





























This entry should equal the number of War Services Data Cards submitted 
for requests under the Enemy Alien Program during the month, on which Type of 
Progrem is checked for item SA(1), Removal order and/or regulation of conduct, and 
on which Disposition is checked for item 9A, Accepted for assistance and/or service. 


Item 2a (2).~-Enter the number of cases approved to receive service ex~ 
tending beyond the initial interview and/or assistance which were in need of such 
service or assistance vrimarily because of the detention and/or internment of an 
enemy alien(s) by the Devartment of Justice. 


This entry should equal the number of War Services Data Cards submitted 
for requests under the Enemy Alien Program during the month, on which Type of 
Program is checked for item SA(2), Detention and/or internment, and on which Dis- 
position is checked for item 9A, Accented for assistance and/or service. 


Item 2b.—“Enter the number of requests and referrals rejected because of 
ineligibility under this plan or otherwise disposed of during the month. This 
count should include requests and referrals disposed of during the month through 
the provision of information only or through the provision of service completed 
during the course of the initial interview. 


This entry should equal the sum of War Services Data Cards submitted for 
requests under the Enemy Alien Program during the month, on which Disposition is 
checked either for item 9B, Action completed at initial interview, or 9C, Rejected. 


Item 3.-~Enter the sum of the entries in items 3a and 3b. 


Item 3a.—-Enter the number of persons of enemy alicn status included in 
the cases reported in item 2a. 


Item 3b.-—Enter the number of persons other than those of enemy alien 
status included in the cases revorted in item 2a. 
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Sec. WS 41-20 Part B. Cases Certified to Protective Powers 
WS? 


Item 4.--Enter the number of cases of citizens of enemy countries certified 
during the month to receive assistance from protective powers representing the 
interests of enemy countries in the United States. This count should include only 
cases which are in need because of restrictive action of the Federal Government 
and, therefore, eligible for such certification under this plan, although the 
county welfare department may, under arrangements between it and protective powers, 
make provision for certification of citizens of enemy countries who are in need for 
reasons other than restrictive action of the Federal Government. At the present 
time Germany is the only enemy country making provision for @&ssistance to its 
citizens through a protective power, i.e., Switzerland. Unless similar provisions 
are subsequently made by other enemy countries, the cnly cases reported in this 
item will be those of German citizens certified to receive assistance through the 
Legation of Switzerland. 


Item 5.--Enter the sum of the entries in items 5a, 5b, 5c, and 5d. 


Item 5a, 5b, 5c, and 5de--inter in these items the number of persons 


(citizens of the specified enemy countries) certified during the month to receive 
assistance from protective powers representing the interests of enemy countries in 
the United States. These counts should include only persons who are in need because 
of restrictive action of the Federal Government and, therefore, eligible for such 
certification under this plan. As indicated by the instructions for item 4, only 
item 5a is applicable at present; items 5b, 5c, and 5d will become applicable only 
if additional enemy countries make vrovision for assistance to their citizens. 


Sec. WS 4i~25 Part C. Cases Receiving Service or Assistance 
WSE 


Item 6.—-Enter the number of cases receiving service during the month 
under this plan, but not receiving assistance for the month. Include in this count 
only those cases for which the provision of service extended beyond the initiel 
interview. Cases of citizens cof enemy countries certified during the month to re- 
ceive assistance from protective powers should be reported in this item only if they 
are eligible for service and/or assistance under this plan, i.e., in need because 
of restrictive action of the Federal Government. | 
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Item 7.--Enter the number of cases to which the assistance reported in 
item 9 wag furnished for the month. Cases, certified to receive assistance from 
protective powers, receiving emergency assistance for which the county agency is 
to be reimbursed by the protective powers should not be reported in this item un- 
less other persons in the same cases received assistance from the county to be 
reimbursed from Federal funds. 


Item 8---Enter the number of cases reported in item 7 which include 
citizens of enemy countries who were certified under this plan (during the month 
or in a previous month) to receive assistance from protective powers and who re~ 
ceived such assistance for the month. 


Sec. WS 41-30 Part D. Obligations Incurred for Assistance 
WSE 


Expenditures for assistance should be revorted, in so far as possible, on 
the basis of obligations incurred for the month, i.e., assistance should be reported 
for the month for which it is authorized. Counties unable to report on this basis 
may report on the basis of obligations incurred during the month. 


Item 9.-«Enter the sum of the entries in items Ja, 9d, 9c, and 9d. This 
sum should represent the total amount of obligations incurred for assistance, in 
the form of money payments, relief orders, or commodities, to persons eligible for 
aid under this plan. (It should include only obligations for assistance to be paid 
by the county.) Obligations incurred for emergency assistance to persons (citizens 
of enemy countries) certified to receive assistance from protective powers, for 
which the county welfare department is to be reimbursed by the protective | 
powers, should not be included. 


Item Ja.—«Enter the amount of obligations incurred for providing mainten- 
ance, i.e., food, clothing, shelter, fuel, utilities, and other maintenance require 
ments, to persons eligible for aid under this plan. This item may also include 
obligations incurred for requirements which are not usually recurrent and for which 
special provision is frequently made, such as medical services, travel and trans~ 
portation, or burial, when such requirements are provided for in undifferentiated 
money payments to recinients and hence cannot readily be identified and classified 
separately. 
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Item 9b.—-Enter the amount of obligations incurred for providing medical 
services, i.e., care by physicians in home or office, clinic care, hospitalization, 
dental care, nursing service, medical appliances, supplies and drugs, and laboratory 
and diagnostic tests to persons eligible for aid under this plan. 


Item 9c.—-Enter the amount of obligations incurred for vroviding travel of 
persons and transportation or storage of effects to persons eligible for aid under 
this plan. This item should not include small allowances for car or bus fares for 
transportation to schools, clinics, etc.; such allowances should be reported as 
"Maintenance" in item 9a. 3 


Item 9d.--Enter the amount of obligations incurred for burial of persons 
eligible for aid under this plan. 





ee 
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FORM WS-8 LEGATION OF SWITZERLAND 
; DEPARTMENT OF GERMAN INTERESTS 
SOCIAL DATA REPORT 


GERMAN CUTEZENS 








8 SS ee - 


1. SURNAME 2 OTHER SPELLINGS, ALBASES, ETC. 3, DATE 








Se FAMILY CoMpos! TION 









Be RELA- Es ALIEN REGISTRATION 
Ag FAMILY AND MAIDEN NAMES TIONSHIP | Ce BERTH | De COUNTY OF = |—.-———— Fe REMARKS 
TO HEAD DATE BIRTH No. NATe 


eel — 


—-- — —v- 


ee eee 
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y 
== 
8 
9 
(10 


OE 
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— ee er eee 
12 3 i 


6. LOCATION —- MEMBERS oF FAMILY GRoup (Not INTERNED OR DETAINED) 

















Be DATE AND PLACE a Ce IN CARE OP a 
SONS ADDRESS NAME so 


HEAD 








| 








7» LOCATION DETAINED OR INTERNED MEMBERS OF FAMSLY GROUP 


C. PAROLE JD, RELEASE E. I NTERNMENT 
rr ee nee Ns ~ titnndiin ataixuettaaiinier tian eaesTe 


DATE PLACE | DATE DATE DATE PLACE 


Ln nr LS | TS 
. 





Be TAKEN INTO CUSTODY 





A. PER~ 
SONS 
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8. MARITAL STATUS 9. OCCUPATIONAL DATA 








Ce ae 





Ae PER- Be STATUS a3 
Td Cy. REMARKS--NAME AND ADDRESS Ay PER- 
Be OCCUPATION AND INDUSTR 
SONS isimiw|o OF SPOUSE, ETC, SONS ° " er 














10, U. S. CITIZENSHIP 









Ay PER- Be LAST DOMECILE worry | 
SONS IN GERMANY Ca 
DATE 


—e. 





lt. PASSPORT STATUS 














F., REMARKS 


ee 


_ 


12. STATUS RE 


eo ates GERMAN 
A, PER- Be NO. OF E. WHEN Fe VALID CITIZENSHIP 
SONS PASSPORT | C. TYPE D, WHERE ISSUED HssUED | UNTIt—(DATE)|]_— LAW 
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13. ECONOMIC RESOURCES IN GERMANY, INCLUDE BANK ACCOUNTS, REAL ESTATE, AND PENSIONS OR BENEFITS OF ANY KIND 


B. LOCATION (NAME AND ADDRESS Ce AMOUNT OR. “De REMARKS (IN WHOSE NAME, AND 
Ae NATURE OF RESOURCE OF BANK, ETC.) VALUE OTHER DESCRIPTIVE DETAILS) 












15. PAYEE 


eee 


th. PResenr Economic NEED 





NAME AND ADDRESS 





A. MONTHLY REQUIREMENTS ss a) 





Be MONTHLY INCOME : eee ee cee a 
a alin eal 


c. DericitT (AMOUNT NEED MONTHLY) eka ae EMA 
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16, REMARKS. (SPECIAL CIRCUMSTANCES$ HEALTH OR ECONOMIC AND SOCIAL HANDICAPS) 





10/42 300 











Mo. AMOUNT 
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Sec. WS 42-00 Instructions for Social Data Report on German Citizens Swiss Consul 
WSE Cases (Form WS 8) 


The purpose of the Social Data Report is to supply the Swiss Government 
with data needed to justify expenditures made by it on behalf of German citizens 
who are in need because of restrictive action of the United States Government, and 
thus to obtain reimbursement from the German Government for these expenditures. 


The report must be submitted in duplicate to the Swiss Consul. The follow- 
ing instructions are intended to assist in the preparation of these forms, 


Item 1. Inter last name of the head of the family or, if single person, 
the last name of the applicant. Write the name as it appears on 
the passport or other official paper. 


Item 2. Enter any names by which the head or other members of the family 
may be known other than the name which appears on official docu- 
ments (passports, etc.). If name has been Anglicized for con- 
venience, or if other variation in spelling of names is used, 
record here, 


Item 3. Enter date on which this report is prepared. 
Item 4. Enter name and address of agency preparing this report. 


Item 5. List family by first names, beginning with head, followed by 
wife, if married, and children in chronological order, one on 
each line. Include first and middle names, if used, and maiden 
name of wife. If any members of the family group have surnames | 
different from that of head, give surname as well as. given names. 
Include all members of the group who are now living together as 
a family and who regard themselves as a family unit, and also the 
names of persons now detained or interned elsewhere but also re- 
garded as members of the family or household. location of the 
various members will be shown in items 6 and 7. Although 
assistance to American-born members of the group will be supplied 
by the United States Government rather than by the German Reich, 
all members should be listed, because facts regarding American- 
born children will have significance in relation to repatriation. 
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In column b write "head" on the line opposite first name in 
column a and indicate relationship to head for each of the 
other members of the group, as wife, son, daughter, aunt. 


In column c enter date of birth, expressed numerically, 


e.g., 5/27/14. 


In column d enter country of birth, Observe Zuropean 
boundaries as they existed prior to present war and the 
annexations that preceded it. Germany does not recognize 
citizens of annexed and occupied countries as German citi- 
ZENS. 


In column e enter the alien registration number of each 
alien member and also the nationality of each person as 
shown on the alien registration card, which each person of 
alien citizenship is required oy law to have. 


Use column f to make a brief explanation of any points in 
the foregoing columns that seem to require it, 


This item is used for indicating the location of those members of 
the family group listed in item 5, excluding those who are, as of 
the date of the report, detained and interned, who will be listed 
in item 7, Include here any members of the family previously de- 
tained but subsequently released, 


In column a use the numbers in column 5a above to designate 
the individual listed on each corresponding numbered line, 
e.2., the person listed as the head of the house will here 
and hereafter be designated as #1, If he is married, his 
wife will be designated as #2, the eldest child as #3, etc. 


In item 6a it will not be necessary to use a line for each 
person. If all of the family listed in item 5 are located 
at one address, enter "all" on the first line of item 6a, 
followed in column b by the address at which they are loca- 
ted and the date on which they moved to that address, If 
the family has been scattered, as by the placement of 
children, etc., and several of the members are located at 
one address and one or more at another address, write the 
addresses (and dates) in column > and indicate, by number, 
in column a which person (or persons) is located at each. 
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If children are placed with relatives or friends, indicate 
with whom placed and show the relationship of the person with 
whom placed as shown in the appropriate columns under 

column c. If children are placed in the care of an insti- 
tution or agency, the name of the institution or agency can 
be recorded here, 


Item 7. This item is to be used for recording the location and other 
pertinent data regarding members of the family who have been de- 
tained or interned. If any members have been released prior to 
the date of the report, they should also be shown in item 6, As 
described for item 6, the persons affected should be shown by 
number in column a, It will be necessary to use a line for each 
person only when the data to be recorded in the succeeding 
columns are different for each. In column b enter as indicated 
the date and place the persons detained or interned were taken 
into custody. If paroled, enter date of parole in column c and 
if released in column d. [If sent to internment camp, enter date 
and place of internment in column e, 


Item 8, Enter the marital status of the head of the family and of any 
other persons listed in item 5a who are or have been married, 


If spouse of such person is not also listed in item 6a, give 
name and address in item &c, 


The initials in item $b are for the purpose of indicating 
whether persons are "single," "married," "widowed," or 
"@ivorced." As usual, enter by number in column a the ver- 
son to which the data refer. 


Item 9, Enter occupational data regarding the head of the house and 
other employable persons. Be sure to give both the occupation 
and industry, as "salesman, department store," "painter, toy 
factory." This information is desired especially for persons 
seeking repatriation. 
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This item relates largely to citizenship status. As in the 
preceding items, column a is used to designate the person or 
persons to whom the data recorded in each succeeding column are 


In column b record the name of the last place in which the 
person or persons indicated in column a lived before coming 


In column c record the date and place of arrival in the 


In column d enter the date on which the first and in column 
e that on which the second citizenship papers were obtained, 
Use column f for any explanation, such as reason for nowt 

obtaining second papers. In a number of instances the out- 


In this item record data regarding the passport status of each 
alien listed in item 5a. If several persons are included in 
one passport, enter all data on one line and indicate the per- 


In column b enter the serial number of each passport. 


In column ¢ the type, e.g., "visitors," "quota immigrant," 


In column f indicate the date to which valid (expiration 


WAR SERVICES 
Item BOs 
related. 
to the United States. 
United States (city and State). 
break of war doubtless interfered. 
Item ll. 
sons included in item lla, 
"student," 
In columns ad and e record where and when issued, 
date), 
Item Les 


Record here the status of the head, wife, and others in the 
family group whose parentage or ancestry may be different in 
relationship to whether they are affected by the éleventh de- 
cree of the Reich's citizenship law regarding the expatriation 
of Jews. If the persons in question are Jewish in accordance 
with the German Government's decree, write "Jewish"--otherwise 
write "non-Jewish." Persons who are classified by this decree 
as being Jewish will not be recognized as German citizens even 
though they may hold German passports and be classified by our 
own alien registration authorities as German citizens. 
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Item 13.  #The material on economic resources of German citizens in Germmy 
is desired by the German Government in the consideration of re- 
quests for repatriation of its citizens through exchange of 
prisoners of war, etc. In column a describe each kind of prop- 
erty briefly, as "bank account," "real estate," etc. If any 
member of the group has any rights to social insurance benefits 
or any other pension, include this benefit, pension annuity, 
etc,, Listing it in column a, 


In the following columns (0, c, da) give the additional data 
requested as to the amount or value of the property (or 
right) listed in column a, the location and other descrip- 
tive details that may be necessary for purposes of verifi- 
cation, The numbers identifying the individuals (item 5a) 
may be used to indicate in item 13d the person in whose 
name the property stands or to whom benefits are due, 


Item 14, In some instances all members of the family, because they are 
German citizens, may be assisted from funds made available 
through the Legation of Switzerland. For such cases, enter the 
amount representing all the monthly requirements in item l4a, 
and the total monthly income in item lb. The amount needed 
monthly, item l4c, is the difference between itemsl4a and 14d. 


In other instances, some members of the family may be German 
citizens while some are citizens of the United States. For such 
cases only that part of the need of the family which is allo- 
cable to the German citizens should be entered in this item. 

In determining the amount allocable to the German citizens, the 
agency may use its established procedures for allocating pay- 
ments in families in which more than one type of assistance is 
being received, 


Item 15, Hater the name and address of the German citizen to whom pay- 


ment is to be made, The monthly amount entered in this item 
should be the same as the amount shown in item lec, 


ae ee 
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Item 16, This section is to be used for explanation of any of the fore- 
going entries that require further explanation and to add any 
facts as to special circumstances that make the need especially 
urgent. The Swiss Government is not assuming any responsibility 
for case decision and merely desires that record (1) to justify 
expenditure of funds, and (2) to serve as a basis for negoti- 
ation with the German Government for return of those desiring 








repatriation, 
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INDIVIDUAL AND FAMILY DATA : 
1. Last Name First Middle 















4. Date and Place of Application: * 
Date 


Place 








Head of Group—Also surname of children if different 
2. Address in the Territory 
HEAD OF GROUP 


5. Occupation 





Street and Number City Territory 
3. Last Address in the United States 





6. Race 





7. Religion 





Street and Number 


8. Family Group (as constituted this date) or children and accompanying aduit: 





Relation- 














Date ; 
7 Disability or other condition requiring 
NAME ship nie Birthplace Citizen particular consideration 

\ Head 
3 

> 

Address: 
Members of Family Elsewhere Street City State Remarks 





9. Service or assistance provided at point of origin: 


Case 


Agency: No. Date 

10. Departure: 11. Assistance: 12. Service—(specify): 
Date Transportation 

Boat Medical care 


13. Destination and plan for reception care: 























To Live With 
Aember Address Remarks 
Name Relationship 
14. Service or assistance provided at point of debarkation: 
Case 

Agency: No. Date 

Place Assistance: Service—(specify) 
Arrival 

Date Maintenance 
Temporary Address Transportation 





30-Day Allowance 





























Other 
Phone No. 
15. Date of Departure Referred to: 
Agency 
Address 
! eee ite eh a TT eae a Set gee ae ceca en er 


nee EOE 
rm CE-1. Federal Security Agency, Social Security Board, Bureau of Public Assistance: Civilian Evacuation from Honolulu and Hawaii. 





_ WAR SERVICES REPORTING PROCEDURES 4 %_00 

















Sec. WS 43-00 Instruétions for Reporting on Civilian Assistance in Voluntary 
WSE Evacuation ~ Individual and Family Data Form 


This form is used to record the specific social data regarding each 
evacuee. It should be filled out as completely as possible at the point of em- 
barkation and constitutes the primary record at that point. Two covies of this 
form completed in the appropriate items are made available at the point of debarka- 
tion, in most instances being delivered by the evacuee himself to the county wel- 
fare department. 


It is intended that the form be used as fellows: Items one through 
thirteen will be filled in at the point of embarkation by the agency responsible 
‘for handling this programs The agehcy at the debarkation point will be responsible 
for completion of the remaining items of the form: 


The county welfare department at the point of debarkation is responsible 
for completing two additional copies of the Individual and Family Data Form. At 
the time of final disposal, one of the four completed copies of the form is to be 
sent to the local public welfare office at the point of destination and two copies 
are to be forwarded to the SDSW which will route one copy to the FSSB. 


Note that it is no longer necessary to transmit a copy of this form 
directly to the FSSB at the time of debarkation. Copies ate hot to be transmitted 
to the SDSW until final disposal is made of the case. 


(If the individual or family has not requested service or assistance at 
the point of embarkation, but upon debarkation desires to do so, or finds it neces- 
sary to do so, or if for any reason the upper sections of the form have not been 
filled out, the agency at the debarkation point should record the desired informa- 
tion in the entire form in quadruplicate.) 


The information requested requires little additional interpretation. 
Attention is called to the few points where additional instructions apvear needed. 


Item &. Disability or other condition requiring particular consideration.— 
Record here facts that may be needed in order that individual attention may be given, 


on debarkation, to persons who are ill or handicapped, or who for other reasons may 
require special care or special arrangements for travel. 
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Item 8. Members of family elsewhere.--This designation applies to members 
of the immediate family who remain behind in the Territory or who may be resident in 
the United States. This space should also be used for names of relatives (heads of 
related family groups, or separate adult relatives) who are travelling with or im- 
mediately following the family group for whom this record is made. Necessary ex~- 
planation should be made under "Remarks." 


Items 9 through le. 


Item 9. Service or assistance provided at point of origin.-~-In addition 
to recording pertinent family and individual data, the agency of the embarkation 
point will also record the service and/or assistance provided at that point. It 
is not expected that the amount of assistance will be indicated on this form. A 
checkmark in the appropriate space is considered sufficient to indicate the kind 
of assistance furnished. 


In Item 12, "Service" is to be described briefly. 


Item 13. Destination and Plan for Reception Care.~=The agency at the 
embarkation point will complete this section in as much detail as possible. To 


eare for the situations in which the members of the family plan to go to different 
destinations, the space provided in this item includes a heading designated "Member." 
This space may be used to refer back to the capital letters representing the appro- 
priate family members listed under "Family Group." Under "Remerks" notation may be 
made of any special arrangement or need for assistance or service either at the 
point of debarkation or at final destination. 


Item 14. Service or assistance provided at point of debarkation--The 
agency at the debarkation point, upon completion of the service or assistance or 


rendered, will check the item in the spaces provided for assistance or will specify 
the service in the appnropriate item. This agency will also complete the form by 
indicating in Item 15 the final destination of the individual or the family group 
and the name of the agency, if any, to which they have been referred in the State 
of destination. 
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Form WS 9, Octoser, 1942 tie. 
STATE OF CALIFORNIA 
DEPARTMENT OF SOCJAL PIELFARE 

WAR SERVICES DATA CARD 























te NAME CouUNTY 

2. ALIASES. 4. NOs OF PERSONS IN THIS GROUP 

3. ADDRESS De COUNTRY OF CITIZENSHIP | , 
Z wie ° : 

6. SOURCES [|_| Aw DiRECT APPLICATION | B. REFERRED BY 

7s Status$ (] As INITIAL REQUEST []c. CHANGE OF PROGRAM 


a) Llp. SUBSEQUENT REQUEST [ Jo. Former WeSe CASE IN ANOTHER COUNTY 
83 TYPE OF PROGRAM AND REASON FOR ELIGIBILITY 


Ay ENE EN PROGR Be. CIVILIAN WAR ASSISTANCE 
(| (1) REMOVAL ORDER AND/OR REGULATION (1) CIVILEANS INJURED AND/OR THEIR DEPENDENTS 


OF CONDUCT 
[] (2) DETENTION aND/OR INTERNMENT 


te (3) OTHER 


9. DISPOSITIONS 


{_}| Ase ACCEPTED FOR ASSISTANCE 
AND/OR SERVICE 


] B. ACTION COMPLETE AT 
INITIAL INTERVIEW 


[|] C. REveCTED (GIVE REASONS) 


(2) DEPENDENTS OF CIVILIANS KILLED, DETAINED OR INTERNED 
BY ENEMY, OR REPORTED MISSING 
(3) PROPERTY DAMAGE AND/OR DESTRUCTION 


(4) CIVILGANS REPATRIATED TO THE UNITED STATES 
(5) OTHER RESULTS OF ENEMY ACTION 
(6) CIVILIANS EVACUATED FROM ALASKA AND/OR HAWAII 

(7) CHVILIANS EVACUATED FROM WITHIN UeS. DANGER AREAS 
(8) OTHER EVACUATION PLANS 
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10. DATE OF REFERRAL (fF ANY) To U.Se PUBLIC FEALTH SERVICE 
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Sec. WS UKOO Instructions for Preparation of War Services Data Card (Form WS-9) 
WSE; WSC 


The War Services Data Card (Form WS-9) is to be filled out for all 
individuals or families requesting services and/or financial aid under the Enemy 
Alien and Civilian War Assistance Programs. 


Two copies of the Data Card are to be made for each request, one to be 
retained by the county and the cther to be forwarded to the SDSW. Copies to be 
sent to the SDSW should be forwarded at the end of the month during which dis~ 
position of the request has been made. (See instructions for item 9, Disposition.) 
At that time, (1) data cards representing requests disposed of under the Enemy 
Alien Program should be attached to the Monthly Statistical Report on Services and 
Assistance to Enemy Aliens (Form WS-7); and (2) those representing requests dis- 
posed of under Civilian War Assistance should be attached to the Monthly Statisti- 
cal Report on Civilian War Assistance (Form WS-6). Data cards for requests received 
but not disposed of during the month should be held until the end of the month in 
which disposition is made. 


Items 1 through 10 are to be filled out for all requests and referrals. 
Items 11 and 12 are to be filled out for cases which are to receive services and/or 


assistance. Use of Item 13 is optional with the county, and item 14 should be used 
when needed. 


Item 1. Name. ‘Type or print the full name of the heac of family 
or the individual making the request, giving last name 
first, then first and middle name. 


Item 2. Aliases. Indicate any other name or spelling of name used 
by the applicant. 


Item 3- Address. Enter street-number, street and town or city. 
Item 4. Number of persons in this group. Enter the number of 
persons for whom assistance and/or service is being 


requested. 


Item 5. Country of Citizenship. Enter the country of citizenship of 
the head of family or the individual making the request. 
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Item 6. 


Item te 


Item &. 
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Source. If the apvlicant apolied directly, check 6A. If 
the individual was referred, check 6B and enter the name 
and address of the referring agency or verson. 


Status. 


A. Initial request. Check this item if apvlicant is reported 
on War Services Data Card for the first time. Requests on 
which action has been completed at initial interview or 
rejected, and which are subsequently accepted for assistance 
and/or services within the same month should be reported on 
one card only, and should be checked as "initial request." 


B. Subsequent request. This item is to be checked if appli- 
cant has made a previous request, for which a War Services 
Data Card has been submitted, in a previous month. 


C. Change of orogram. Check this item for cases transferred 
during the month from the Enemy Alien Program to Civilian 
War Assistance or from Civilian War Assistance to the 
Enemy Alien Program. 


D. Former W. S. case in another county. Check this item if 


the avplicant has received assistance and/or service under 
one of the War Services Programs (either Enemy Alien Pro- 
gram or Civilian War Assistance) in another county in 
California. 


Type of Program and Reason for Blicibility 


All requests are to be classified under either SA, Enemy 
Alien Progrem, or 8B, Civilian War Assistance, according to 
the vrimary reason for requesting assistance end/or service. 


A. Enemy Alien Program 
Items 8A(1) to SA(L) 
Check the appropriate item indicating the condition pri- 


marily responsible for the request. Only one item should 
be checked. If it is apparent that the applicant or 
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Item 9 ° 


Item 10. 
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person Yeferred is not affected by restrictive action of 
the Federal Government, item 6A(3), Other, should be 
checked and the problem should be explained in item 14, 
Remarks. (This would include cases referred to the Swiss 
Consul which were not affected by restrictive action of 
the Federal Government.) 


B. Civilian War Assistance 
Items 8B(1) to 8B 


Check the appropriate item indicating the condition vri- 
marily responsible for the request. Only one item should 
be checked. 


Disposition 


Check the item which indicates the type of action taken or 
planned on the basis of the initial interview. 


Check item 9A if emergency assistance is vrovided and/or 
further contacts beyond the initial interview are anticipated. 
Cases to be certified to vrotective oowers are accepted for 
service and should be classified under this item. 


Check item 9B if all necessary action (other than emergency 
assistance) is taken on the day of the first interview and 
no further contact is anticipated. 


Check item 9c if the applicant or person referred is clearly 
ineligible, and give the facts supvorting the decision. In- 
clude here persons referred to protective powers who are 
ineligible under the Enemy Alien Program (because not affected 
by restrictive action of the Federal Government). Include 
also persons referred to other agencies. The name and address 
of the agency to whom the applicant is referred should be 
entered in item 14, Remarks. 


Referral (if any) to U. S. Public Health Service 


Enter the date of referral of any member of the family to 
the Public Health Service. Give name of individuel re- 
ferred and reason in item 14, Remarks. 
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Item 11. Parsons-in Vase. In this item enter the information speci- 
fied for all persons living in the household at the time of 
the initial interview. In column A enter the present head 
of the household first. Enter in column B the relationship 
of each member of the household to the head. In column C0 
enter date of birth expressed numerically; e.g., 5/o7/ue. 


In column D enter occupational data regarding the head of 
the household ‘and other employable persons. Give both 

the occupation and industry, as "salesman, devartment store," 
"“nainter, toy factory." For those who are unemployable, 
enter "unemoloyable." 


Enter in Column E any remarks particularly applicable to the 
individual. For examole, if the preceding column indicates 
that an adult is unemployable, some explanation, such as 
"paralyzed, blind, chronic illness, etc." may be the apvro- 
priate entry for this column. 


Columns Ff, G, and H are to be filled out only for cases 
accepted under the Enemy Alien Program. 


In column F enter country of birth. Observe European 
boundaries as they existed prior to the pesent war and the 
annexations that immediately preceded it. 


In column G enter the country of citizenship for each mem 
ber of the household. For United States citizens of Javanese 
ancestry, enter "U.S. - Japanese ancestry". 


In column H enter the alien registration number of each 
alien member. This information can be obtained from the 
Certificate of Identification. 


Item 12. Detained or Interned Members of Hamily Group. This section 
is to be filled out only for cases accevted under the Enemy 


Alien Program and is to be used for recording the locetion 

and other pertinent data regarding members of the family who 
have been detained or interned. If any members of the house~ 
hold were detained and released or paroled vrior to the initial 
interview, they should be entered in section 10 and also in 
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WAR SERVICES 


Item 13. 


Item 14. 
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this section. If no members of the household have been 
detained or interned, enter "None" in this section. The 
nanes of the persons affected should be entered in column 
wie 


Summary Record of Assistance and Service Given. The use 
of this section is optional with the county. It may be 
used to record assistance and service given by other 
agencies prior to the request for service under one of 
the WS programs; or it may be used by the county as @ 
continuing brief record of services and assistance given 
after acceptance of the case. In the latter instance 
much of the data would not appear on the copy submitted 
to the SDSW, inasmuch as this copy may be forwarded before 
final disposal. The reverse side of the form may be used 
if needed. 


Remarks. This section should contain any explanation of 


preceding items which may be necessary. It may also be 
used to convey supplementary information in instances 

where a case is referred to ancther agency. The names of 
members of the family certified to protective powers should 
be listed here. 


—. 
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REVISION RECORD 


Revisions issued in changing this Chanter will be numbered in 
sequence. Changes made will be indicated by a vertical line in the margin 
of the corrected page, against the line or lines changed. 


IT IS IMPORTANT that the holder of this Handbook check the numbers 
below, corresponding with the numbers of the revisions when the latter have 
been incorporated in the Handbook and the old pages removed, and that the 
State Department of Social Welfare be vromptly notified in the event a number 
is passed without receipt of the corresponding numbered sheet. 


11 
12 
13 
14 
15 
16 
1? 
18 
19 
20 
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Sec. WS 50-00 Regulations on Enemy Alien Activity 
WSE 


Pursuant to the President's proclamations of December 7 and 8, 1941,cover- 
ing the conduct of enemy aliens, the Department of Justice has issued regulations, 
These regulations are of general applicability governing the conduct of enemy aliens 
throughout the country, except as otherwise provided by the appropriate military 
commanders in areas proclhimed to be military areas. The Department of Justice reg- 
ulations cover questions of travel, change of abode, of employment or of name and 
also cover enumerated prohibited articles, including cameras, firearms, and short- 
wave radios, Enforcement of these regulations is, of course, the responsibility of 
the Department of Justice, but familiarity with the regulations will make it possible 
for the county welfare department to advise enemy aliens under what circumstances 
they should consult the United States Attorneys or make application for permits, 


Sec, WS 50-05 Classes of Persons Not Affected 
WSE 


The following classes of persons are not required to comply with specified 
regulations of the Department of Justice: 


1. Aliens of enemy nationalities during their term of military service in 
the armed forces of the United States; 


ee Aliens who became subjects or citizens of Italy by virtue of marriage 
or relationship to the person described in paragraph 3 of this section, 
provided that said aliens have not at any time voluntarily become 
German, Italian, or Japanese citizens or subjects; 


3. Subjects or citizens of Italy who were, prior to August 6, 1924, 
(a) Turkish subjects or persons of Greek extraction and (b) habitual 
residents of the Aegean, or Dodecanese Islands, or islets dependent 
thereon, provided that said aliens have not at any time voluntarily be- 
come German, Italian, or Japanese citizens or subjects: 


4, Former German, Italian, or Japanese citizens or subjects who, before 
December 7, 1941, in the case of former Japanese citizens or subjects 
and before December 8, 1941, in the case of former German or Italian 
citizens or subjects, became and are citizens or subjects of any nation 
other than Germany, Italy, or Japan; 
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5. Austrians or Austrian-Hungarians (Austro~Hungarians) or Koreans who 
registered as such under the Alien Registration Act of 1940, provided 
that such persons have not at any time voluntarily become German, 
Italian, or Japanese citizens or subjects, 


These regulations, however, are not to be construed as defining or limiting the 
classes of aliens of enemy nationalities subject to apprehension, detention, or in- 
ternment or the other provisions of the Presidential proclamations. 


Sec, WS 50-10 Travel Allowed Without Special Permission 
WSE 


An enemy alien may travel within the boundaries or limits of the munici- 
pality, town, village, locality, or urban or rural community in which he resides or 
has his regular place of business in such manner as will permit him to engage in the 
activities usual in his community, The limits of such community shall include the 
metropolitan or other community area in which the enemy alien resides or has his 
regular place of business and shall include all that area generally thought of as 
constituting a greater city or metropolitan district or an urban or rural community, 


An enemy alien may commute between his home and his regular place of busi- 
ness, 


An enemy alien may travel between his home and: his usual place of 
religious worship; the school, college, or institution of learning at which he is in 
regular attendance; any Federal, State, or local government agency with which he may 
be required to transact business. 


Sec. WS 50-15 Travel Requiring Special Permission or Forbidden Travel 
WSE 


For permission for occasional travel, the enemy alien must apply in person 
and must fill out a prescribed form, at least 7 days in advance of travel, at the 
office of the United States Attorney or other place designated by him. The United 
States Attorney is authorized, in exceptional cases, to waive all or any part of the 
7 days' notice. He is likewise authorized, because of the distance between his 
office and the enemy alien's residence or for some other good reason, to permit the 
application to be mailed, together with a self-addressed stamped envelope so as to 
be received by him at least 7 days in advance of travel. If permission to travel is 
granted, the enemy alien will receive an endorsed copy of his application statement, 
which he must have with him at all times while traveling, 
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For enemy aliens accustomed to frequent travel, such as traveling sales- 
men, touring theatrical persons, and drivers of trucks, special procedures are pro-~ 
vided if the United States Attorney is satisfied that requiring permission for each 
trip as provided under "Occasional travel" above would impose excessive hardship. 
Such a person must apply in person to the United States Attorney and must give de- 
tailed information on himself, his business, and on the travel desired. If per- 
mission is granted, all travel must be in accordance with the terms of such per- 
mission, which is endorsed on a copy of the statement of application and may also be 
noted on the certificate of identification. Prior notification must be given the 
United States Attorney of the details of each trip, so that the United States 
Attorney will at all times know the whereabouts of the enemy alien. 


Travel by airplane or other aircraft is prohibited. 


Sec. WS 50-20 Change of Place of Abode or Employment 
WSE 


The United States Attorney Tust be informed at least a week in ad~ 
vance of any change of home address or of employment. If the change of home address 
involves travel, application for permission must be made to the United States 


Attorney, as provided under "Occasional travel" in Section 50-15 "Travel Requiring 
Special Permission," 


Sec. WS 50-25 Change of Name or Use of Assumed Name 
WSE 


An enemy alien may not assume or use any name other than that given as his 
legal name in his application for "Certificate of Identification," except as author- 
ized in writing by the United States Attorney in cases where it appears that the 
granting of permission is necessary to the applicant's regular and customary mode 


of earning a livelihood and that the granting of permission will not be detrimental 
to the national security. 


Sec. WS 50-30 Notice of Change Required 
WSE 


Notice of change of place of abode, of employment, or of change of name by 


court action (after approval by the United States Attorney) must be sent immediately 
to: 
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1. The Alien Registration Division of the Immigration and Naturalization 
Service, and 


2. The Federal Bureau of Investigation at the office shown in the holder's 
certificate of identification. 


Sec. 50-35 Prohibited Articles 
WSE 
Enemy aliens are prohibited from possessing the following articles: 
1. Radio transmitters 
2. Weapons or implements of war or component parts thereof 
3. Ammunition 
4, Bombs 
5. Explosives or material used in the manufacture of explosives 
6. Signal devices 
7. Codes or ciphers 
&. Papers, documents, or books in which there may be invisible writing; 
photographs, sketches, pictures, drawings, maps, or graphical repre~ 
sentations of any military or naval installations or equipment or of 
any arms, ammunition, implements of war, devices, or things used or 


intended to be used in the combat equipment of the land or naval post, 
camp, or station. 


Sec, 50-40 Articles Retained by Permission U.S, Attorney 
WSE 


Articles that may be retained only with permission of the United States 
Attorney include the following: 


ae eee 
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1. Short-wave radio receiving sets; and sets that are capable of receiving 
standard-wave communications and also short-wave, unless such set is 
so modified as to be incapable of receiving short-wave communications. 


ec. Cameras 


3. Firearms 


Sec. WS 50-45 Deposit of Articles Enumerated 
WSE 


7 Articles enumerated under Section 50-35 "Prohibited Articles" and Section 
50-40 “Articles That May Be Retained" should be deposited immediately with the local 
police authorities in the community where the enemy alien resides or is present. 


Sec. WS 50-50 Alien Property Custodian Regulations Relating to Property 
WSE 


The alien property custodian has not, to date, issued any regulations that 
would limit the activities of the enemy aliens included in the scope of this plan. 


Sec. WS 50-55 Department of the Treasury Regulations Relating to Property 
WSE 


The property and all other assets within the United States of certain 
nationals, including German, Italian, Japanese, Rumanian, Hungarian, and Bulgarian, 
were blocked by Executive Order No. 8389 as amended, Individuals whose property is 
blocked are known as blocked nationals. As a result of these freezing orders, cer- 
tain transactions with respect to blocked nationals or their property are prohibited, 
except in accordance with the terms of general or specific licenses, Such licenses 
are issued by the Department of the Treasury. For specific licenses, applications 
are made through the Federal Reserve Banks and their branches, 
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The Department of the Treasury has issued certain general licenses con- 
ferring upon specified persons the status of generally licensed nationals. Such a 
license gives these nationals the same status with respect to their property within 
the United States as is enjoyed by persons who are not nationals of a blocked 
country. Their accounts are not blocked, and they are permitted to conduct trans- 
actions with respect to their property without a specific license, They may, how- 
ever, be required to file certain reports. 


General License lio. 68A confers the status of generally licensed nationals 
upon individuals who are nationals of Japan, with specified exceptions, who have 
been residing in the continental United States at all times on and since June 17, 


1940. 


General License No. 42 confers the status of generally licensed nationals 
upon individuals who are nationals of blocked countries other than Japan, with 
specified exceptions, who were residing in the United States on February 23, 1942, 
If, however, such a national had not also been residing in the United States on 
June 17, 1940, he may not effect any transaction under this license until he has 
filed Form TFR-42 with the appropriate Federal Reserve Bank, 


General License No. 11 authorizes, upon order of the blocked national, pay- 
ments up to $500 per month and transfers of credits from accounts in banking in- 
stitutions in the United States in which any such individual has an interest. It 
must be ascertained by the banking institution making the transfer that the funds are 
needed for living, traveling, and similar personal expenses in the United States, 

The term "banking institution" includes "any person holding credits for others as a 
direct or incidental part of his business," such as employers or trustees. Blocked 
nationals who are not eligible as generally licensed nationals can draw on their 
funds within the limitations of this general license, 


In some cases alien nationals who have been residing in the United States 
on the dates specified in General Licenses Nos. 42 and 68A are not deemed entitled to 
the privileges of these general licenses and are ordered to be blocked by the Depart- 
ment of the Treasury. Such orders have been issued with respect to some of the in- 
terned enemy aliens, The nearest Federal Reserve Bank will have information on 
whether such an order has been issued vith respect to a particular interned enemy 
alien. If he is blocked, his property may not be mortgaged, sold, or any interest 
in it may not be otherwise disposed of without a special license from the Department 
of the Treasury, Such blocked enemy nationals, however, are entitled to draw on 
their accounts in "banking institutions" under General License No. 11, up to $500. 
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WAR SERVICHS 





ABBREVIATIONS: 
ANB 

ANC 
F.Sec,A. 
FLSA, 
F.S.5.B, 
QO,A.S. 
S.D.S.W. 
S.o.W.B, 
U.S.E.S. 
W.C.C.A, 
W.R.A, 
W.S. 
W.S.C. 
W.S.E, 


Certificate of 
Identification: 


Civilian Exclusion 
Orders: 


Detention: 


Enemy Alien: 


Exclusion! 


Hearing Boards 
(Civilian): 
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Aid to Needy Blind 

Aid to Needy Children 

Federal Security Agency 

Farm Security Administration 
Federal Social Security Board 

Old Age Security 

State Department of Social Welfare 
State Social Welfare Board 

United States Employment Service 
Wartime Civilian Control Administration 
War Relocation Authority 

War Services 

Civilian War Assistance 

Enemy Alien Program 


Form AR-AE-23, received by all enemy aliens registered 
under the enemy alien registration required by 
Presidential Proclamation No, 2537. 


Orders issued by a military commander, debarring enemy 
aliens and other designated persons from specified military 
areas or portions thereof. 


The holding under the custody of the Immigration and 
Naturalization Service of the Department of Justice, of 
enemy aliens thought to be dangerous to the national secur- 
ity who have been apprehended by the Federal Bureau of 
Investigation, pending hearings before local boards and 
final decision on their cases by the Attorney General. 


In general the designation of "enemy alien" applies to 
all aliens 14 years of age or older (a) who are natives, 
citizens or subjects of a country on which the United 
States has declared war, or (>) who at present are state- 
less but who at the time at which they became stateless 
were citizens or subjects of a country on which the 
United States has declared war. 


Debarment of any or all persons from military areas under 
an exclusion order issued by the designated military 
commander, It may also include exclusion of enemy aliens 
from pronibited areas, on order of the Attorney General 


Civilian boards, appointed by the Attorney General, to 
hear the cases of enemy aliens thought to be dangerous 
to the national security, who have been apprehended and 
detained by the Department of Justice. 
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Internment? 


Military areas: 


"Other Persons": 


Parole?. 


Prohibited areas: 


Regulation in 
military areas: 


Removal: 


Restricted areas: 


Restrictive Action: 
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The placing in special camps run by the Army of enemy 
aliens who, after their cases have been reviewed, are 
found by the Attorney General, to be dangerous to the 
national security. 


Areas designated by the appropriate military commander 
with respect to which the right of any person to enter, 
remain in, or leave may be restricted. 


Persons, other than enemy aliens, and including citizens 
of the United States, who are specifically made subject 
to the restrictions governing a military area, 


The release under specified conditions of a detained 
enemy alien, in accordance with the Attorney General's 
decision on his case; is usually accorded those enemy 
aliens azainst whom no subversive intent can be proved 
but who through family ties or former membership in 
suspected organizations, leave some doubt as to their 
loyalty. 


Areas designated by the Attorney General, upon the recom- 
mendation of the War Department, from which enemy aliens 
were excluded; superseded in each case by military areas, 
prescribed by the military commander. 


Regulations issued by the military commender, governing 
the conduct of enemy aliens and others with respect to 
military areas, | 


The transfer from a military area end location in another 
area of enemy aliens and other persons, on order of the 
military commander; or the transfer from a prohibited 
area and location in another area of enemy aliens, made 
on order of the Attorney General. 


Areas designated by the Attorney General, upon the recom- 
mendation of the War Department in which the conduct of 
enemy aliens was made subject to regulations issued by 
the Attorney General; superseded in each case by military 
areas, prescribed by the military commander, 


Detention, internment, and removal from or regulation of 
the conduct of enemy aliens or other persons within mili- 
tary areas. (Also includes removal from or regulation 
of the conduct of enemy aliens in prohibited and 
restricted areas.) 
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Culbert DZ. Olson 


MAATN OFFICE Governor 


SACHAMENTO 
616 K STREET STATE OF CALIFORNIA 
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oonroutoncie Department of Social Welfare 
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SOCIAL WELFARE BOARD 
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Route |, Box SS 
LINDSAY 
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m7 M:SS MARTHA A CHICKERING 
SAN FRANCISCO OFFICE nmieeune BEVERLY HILLS 
} we tL. DING M T G&G Emm S 
ae ee. 2 0 ik mn eas Orrick ef 
ctober 2 SALINAS 
do 19 JOHN C. CUNEO KX AAR AK AKK LAMA HX X 
. 922 J. STREET XX RAR OK KIER X XXX 
MODESTO XX XX RKKRKNKKRR XX XX XX 
Ron KOENIG 
16680 NORT!' Vine STREEY 
LOS ANGELS 
WILFORD He HowaRD X Sryene MXXXX 
P, 0. Box 288 On XXXKXX 
. SACRAMENTO XXXXXXXXXXXXXXXXXXX 
oes IN REPLY PLEASE REFER 


FO. 


HANDBOOK LETTER #1 


The War Services Handbook is presented herewith. It contains 


chapters on fiscal and reporting policies and procedures on the Enemy 
Alien and Civilian War assistance Programs, anc policies and procedures 
on the Enemy Alien Program only. 


This Handbook supersedes the Manual of Instructions on enemy 


- aliens, issued March 7, 1942. It also supersedes Department Bulletin 


Nos. 119E, 181, 181A,. 1813, 181C, 181D, 1815, 181F, and 161F Sunplement, 
181H, 193, 194A, and 200. The following Department Bulletins continue 
in effect: Nos. 191, 191 Sunvlement, 191 Supplement A, and 195, except 
were reference is made to the disbursing procedures outlined under Bul- 
letin No. 1@1. The draft manual sent those counties having evacuees 
also continues in effect until rescinded. There is a slight change with 
regerd to routing the Individual and Family Data Card (see Sec. WS 43-00 
Civilian Assistence in Voluntary Evacuation). (As the sunvly of these 
draft manuals is limited conies have been sent only to those counties 
receiving evacuees at the point of debarkation.) 


Chapters of the Handbook covering nolicies and precedures on 
the Civilian War Assistance Program will be issued later. 


In order that operations under the Federal disbursing plan can 
be completed at once, it is essential that claims for reimbursement cover 
ing expenditures prior to October 31 be submitted to the SDSW as soon 
after November 1 as possible. 


Unused Federal Disbursing Orders should be returned immedi- 
ately after November 1, to the Social Security Board, 785 Market Street, 
San Francisco. 


In the past administrative expense could be claimed only for 
the Enemy Alien Program. It is now possible to claim full reimbursement 
for costs of administration on both the Enemy Alien and the Civilian 


War Assistence Programs. Sec. WS 30-35, Reimbursement for Administra- 


tive Costs, outlines the new procedure for claiming administrative ex~- 
pense. 
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Counties having War Services Program Cases (either Enemy Alien 
or Civilian War Assistance) active on November 1 should fill out War 
Services Data Cards (Form WS-9) for each case, retaining one copy and 
sending one copy immediately to the Division of Research and Statistics, 
State Department of Social Welfere. The date appearing on these cards 
should be the date of the initial interview, and the card should be 
marked "accepted prior to November 1, 1942." Such marking is important 
in order that these cards may be segregated from those acted on later 
than November 1 which are to be submitted with the monthly statistical 
reports. 


Forms referred to in the Handbook may be secured from the 
Department of Social Welfare, 616 K Street, Sacramento, upon request. 
an initial supoly of War Services Data Cards (Form WS-9), Social Data 
Reports (Form WS-8), Monthly Statistical Report Forms for Enemy 
Aliens (Form WS-7), and Monthly Statistical Report Forms for Civilian 
War Assistance (Form WS~6) are being sent each county. Those counties 
wishing financial forms and Individual and Family Data Cards should 
request same from the State Department of Social Welfare. 


Copies of this Handbook are being sent to the chairman of 
the board of supervisors, the welfare director, and the county auditor. 


Although the supoly is limited, additionel conies will be sent upon 


written request. 


Culbert LD. Cleon 
MAIN OFFICE Governor 
SACRAMENTO 


616 K STREET 


STATE OF CALIFORNIA 


Bepartment of Social Welfare 


17 
MISS MARTHA A. CHI R 
SAN FRANCISCO OFFICE CKERING 


_ DAVID HEWES BUILDING 
995 MARKET ST. 


47 
LOS ANGELES OFFICE 
WASHINGTON BUILDING 
311 SOUTH SPRING STREET 


DIRECTOR 


Sacramento 

- November 4, 1942 
Honorable Paul Peek KrI1enT 
Secretary of State elie ee 
Room 109, State Capitol ae ee : 
Sacramento, California | 
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My dear Mr. Peek: 


SOCIAL WELFARE BOARD 


ARCHIBALD B. YOUNG, CHAIRMAN 
808 S. SAN RAFAEL AVENUE 
PASADENA 


Mrs. MARY E. BARKWILL 
ROUTE 1, Box 55 
LINDSAY 


MELVYN DOUGLAS 
9464 WILSHIRE BOULEVARD 
BEVERLY HILLS 


Mrs. T. G. EMMONS 
Post OFFICE Box 12 
SALINAS 


ERWIN M. HIRSCHFELDER 
250 FRONT STREET 
SAN FRANCISCO 


BEN KOENIG 
1680 NORTH VINE STREET 
Los ANGELES 


J. STITT WILSON 
1745 HIGHLAND PLACE 
BERKELEY 


IN REPLY PLEASE REFER 
TO: 


Attached hereto are three copies of regulation, 
currently effective, made by the State Department 
of Social Welfare. 


This regulation is filed in accordance with Article 
21 of Chapter 3 of Title 1 of Part 3 of the Political 
Code as amended by Chapter 628, Statutes of 1941. 


Very sincerely yours, 


— er 


MARTHA A. CHICKERING, Director 
Department of Social Welfare 
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STATE OF CALIFORNIA PASADEN* 
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an October 30, 1942 JOHN Cy CUNEO SRE 
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168Q NORTH Wont STREET 
1.05 ANGELTE 


WILFORD Hy Howann PRRLAED RRO 
P.O. Snx 288 XRAARAXXAXRXRAXXXAXAXX 
Sacred 


— PLEASE REFER 
TO: COUNTY BOARDS OF SUPERVISORS = 
COUNTY WELFARE DEPARTMENTS 
COUNTY AUDITORS 


, Sarees BULLETIN NO. 199 


Subject: Transfer or Assignment of Property 
ANC ~ OAS = ANB — APSB 


The Social Welfare Board at its meeting on October 22, 1942, adopted 
the following policies, which become effective immediately: 


1. A transfer of real or personal property of value less than the 
maximum provided in the Statute shall not disqualify a person 
who is applying for, or who is receiving aid. However, if 
there is an affirmative showing that the transfer of such 
property was intended by the transferor to qualify himself for 
aid or for the continuance of aid, such intention will dis- 
qualify the person applying for or receiving aid. 


Ce The transfer of income producing property, real or personal, 
of a value less than the maximum provided in the Statute shall 
not disqualify the person for the type of aid for which he is 
applying, provided the net income from such property does not 
exceed the maximum grant provided by the Statute, unless there 
is an affirmative showing that the transfer of such income 
property was intended by the transferor to qualify him for a 
greater amount of aid than that to which he would otherwise be 
entitled. 


The above policies will be incorporated into the appropriate sections 
of the Manual of Policies and Procedures in the near future. 


Very sincerely yours 


. he 

(Authority: Sections 2160(g) | A? Ch Crs 

Welfare & Institutions The er pur | ; 
Code, MARTHA A. CHICKERING, Director 


20 AC 905) Department of Social Welfare 
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MAIN OFFICE Governve SOCIAL WELFARE BOARD 
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athe STATE OF CALIFORNIA PASADENA 
LOS ANGELES OFFICE MRS MARY E BARRWILL 


cesar opt Department of Social Welfare or 


$11 GOuTH SPRING STREET 


MELVYN DOUGLAS 


oii sisoseen lab iain MISS aeeren A CHICKERING 9454 ereninr Gide-teand 
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SACRASHEN PREPLY PLEASE REFER 
TO: COUNTY BOARDS OF SUPERVISORS ) TO. 


COUNTY WELFARE DEPARTMENTS 
COUNTY AUDITORS 


Subject: Transfer or Assignment of Property 
ANC ~ OAS ~ ANB — APSB 


The Social Welfare Board at its meeting on October e2, 1942, adopted 
the following policies, which become effective immediately: 


1. A transfer of real or personal property of value less than the 
maximum provided in the Statute shall not disqualify a person 
who is applying for, or who is receiving aid, However, if 
there is an affirmative showing that the transfer of such 
property was intended by the transferor to qualify himself for 
aid or for the continuance of aid, such intention will dis- 
qualify the person applying for or receiving aid. 


2s The transfer of income producing property, real or personal, 
of a value less than the maximum provided in the Statute shall 
not disqualify the person for the type of aid for which he is 
applying, provided the net income from such property does not 
exceed the maximum grant provided by the Statute, unless there 
is an affirmative showing that the transfer of such income 
property was intended by the transferor to qualify him for a 
greater amount of aid than that to which he would otherwise be 
entitled. 


The above policies will be incorporated into the appropriate sections 
of the Manual of Policies and Procedures in the near future. 


Very sincerely yours 


) % t 
(Authority: Sections 2160(g) hearths i: Chis lig 


Welfare & Institutions MARTHA A. CHICKERING, Director 


Code, Department of Social Welfare 
20 AC 905) 
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Honorable Paul Peek 
Secretary of State 
Room 109, State Capitol 
Sacramento, California 


Culbert L. Olson 
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obernor 


STATE OF CALIFORNIA 


Department of Social Welfare 


MISS MARTHA A. CHICKERING 
DIRECTOR 
Sacramento 
November 10, 1942 
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My dear Mr. Peek: 


SOCIAL WELFARE BOARD 
ARCHIBALD B. YOUNG, CHAIRMAN 
808 S. SAN RAFAEL AVENUE 

PASADENA 


Mrs. MARY E. BARKWILL 
ROUTE 1, Box 55 
LINDSAY 
JOHN C. CUNEO 
922 J STREET 
MODESTO 
MELVYN DOUGLAS 
9484 WILSHIRE BOULEVARD 
BEVERLY HILLS 
Mrs. T. G. EMMONS 
POST OFFICE Box 12 
SALINAS 


WILFORD H. HOWARD 
P. O. BOX 288 
SACRAMENTO 
BEN KOENIG 
1680 NORTH VINE STREET 
Los ANGELES 


IN REPLY PLEASE REFER 
TO: 


Attached hereto are three copies of regulations, 
currently effective made by the State Department 
of Social Welfare. 


These regulations are filed in accordance with 
Article 21 of Chapter 3 of Title 1 of Part 3 of the 
Political Code as amended by Chapter 628, Statutes 


of 1941. 
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Very sincerely yours, 


BN eee Chielexx £ 


MARTHA A. CHICKERING, Director 
Department of Social Welfare 


Culbert LD. Olson 


MAIN OFFICE 
SACRAMENTO 
616 K STREET 
77 
LOS ANGELES OFFICE 


Governor 


STATE OF CALIFORNIA 


SOCIAL WELFARE BOARD 


ARCHIBALD B. YOUNG, CHAIRMAN 
808 S. SAN RAFAEL AVENUE 
, PASADENA 


Mrs. MARY E. BARKWILL 


ROUTE 1, Box 55 


WASHINGTON BUILDING LINDSAY 


311 SOUTH SPRING STREET 


| Department of Sorial Welfare 


MISS MARTHA A. CHICKERING 


DIRECTOR 


MELVYN DOUGLAS 
9484 WILSHIRE BOULEVARD 
BEVERLY HILLS 
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SAN FRANCISCO OFFICE 
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RM. 702, DAVID Hewes BivG. 
995 MARKET STREET 


BEN KOENIG 
1680 NORTH Vine STREET 
los ANGELES 


Mrs. T.G. EMMONS 
POST OFFICE Box 12 
SALINAS 
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JOHN C, CUNEO 
922 Je STREET 
MODESTO 





DEPARTMENT BULLETIN NO, 113~C WILFORD He HOWARD XxX 


P. O, Box 288 


COUNTY BOARDS OF SUPERVISORS SACRAMENTO 
COUNTY WELFARE DEPARTMENTS 


COUNTY AUDITORS 


TO: 


Subject: Aid to Needy Children 


Income —- Court Orders 


The Social Welfare Board, on October 22, 1942, adopted 
the following policy relating to the effect of a court order upon 
eligibility of an applicant or recipient of aid. 


When there is a court order for the full or partial 
support of an applicant or recipient, he shall be considered to 
have income in the amount awarded by the court for his support; 
however, upon a showing that the court order is not enforceable 
because the person ordered to pay is unable to do so, or where 
there is lack of jurisdiction, or upon a showing that the applicant 
or recipient has made a request of the court for enforcement of the 
order, the actual amount being received under such court order shall 
be considered in determining the amount of the grant. 


The above policy becomes effective immediately. The case 
record shall show the date of the court order and its provisions, 
When the amount of income is less than that provided in the court 
order, the case record shall show the facts which lead to consider- 
ation of a lesser amount in determining the amount of the grant. 


Very sincerely yours 
ef 


MARTHA Ae CHICKERING, Director 
Department of Social Welfare 


(Authority: Sections 1511 
and 1560, Welfare and 
Institutions Code) 


Culbert L. @lson 


MAIN OFFICE Governor SOCIAL WELFARE BOARD 
SACRAMENTO ARCHIBALD B. YOUNG, CHAIRMAN 
"616. K STREET 808 S. SAN RAFAEL AVENUE 
STATE OF CALIFORNIA PASADENA 
14 
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540 VAN NESS AVENUE MRs. a G. EMMONS 
Sacramento POST OFFICE BOX 12 


SALINAS 
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MODESTO BEN KOENIG 
1680 NORTH VINE STREET 
LOS ANGELES 
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DEPARTMENT BULLETIN NO. 144-Rev, © "oie amie KAKXXXXAARRRKARK XAXKX 


TO: COUNTY BOARDS OF SUPERVISORS 
COUNTY WELFARE DEPARTMENTS 
COUNTY AUDITORS 


Subject: Aid to Needy Blind 
Need in Excess of Basic Grant 


The following ruling was adopted by the Social Welfare Board 
on October 22, 1942, and becomes effective immediately. 


Inmates of Private Institutions (Section 3044.5 W&I Code) 


A person who is receiving care in a non-profit, fraternal, 
or benevolent institution is considered to have the equivalent of 
income in the amount by which the per capita cost of the institution 
exceeds the payment for board and care, 


The per capita cost of the institution may be established 
as a part of the total need of an inmate toward which the total income 
of the individual shall be applied, provided the institution is one in 
which the inmates may be considered eligible to aid (see Manual Sections 
163-00 and 163-50.) 


Method of Reporting Need in Excess of Basic Continuing Need ($50.00) 


See page 5, Department Bulletin 144Revised B for method of 
reporting such cases. 


Very sincerely yours 
tart de oo Nes Ate d LAL wan ff 


MARTHA A. CHICKERING, Director / 
Department of Social Welfare 


(Authority: Section 3084, Welfare end Institutions Code) 


Culbert LH. @lson 


MAIN OFFICE Governor SOCIAL WELFARE BOARD 
SACRAMENTO ARCHIBALD B. YOUNG, CHAIRMAN 
? 616 K STREET 808 S. SAN RAFAEL AVENUE 
3 STATE OF CALIFORNIA PASADENA 
7 
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* 2 - ’ 
WASHINGTON BUILDING Pe at tment 0 ori Pp clre LINDSAY 
311 SOUTH SPRING STREET 
MELVYN DOUGLAS 
Rist MISS MARTHA A. CHICKERING 9484 WILSHIRE BOULEVARD 


SAN FRANCISCO OFFICE BEVERLY HILLS 
DIRECTOR 
540 VAN NESS AVENUE 


Mrs. T. G. EMMONS 
POST OFFICE Box 12 
SALINAS 





Sacramento 
November 4, 1942 JOHN Cy CUNEO qe 
922 Je STREET ARAAA: AAR 
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DEPARTMENT BULLETIN NO. 170-3 A) a Box 2 KIBERK MK XXXX XX 
none REPLY PLEASE REFER 
TO: COUNTY BOARDS OF SUPERVISORS ait 


COUNTY WELFARE DEPARTMENTS 
GOUNTY AUDITORS 


SUBJECT: Old Age Security 
Income = Court Orders 


The Social Welfare Board on October 22, 1942 adopted 
the following policy relating to the effect of a court order upon 
eligibility of an applicant or recipient of aid. 


Where there is a court order for the full or partial 
support of an applicant or recipient he shakl be considered to 
have income in the amount awarded by the court for his support; 
however, upon a showing that the court order is not enforceable 
because the person ordered to pay is unable ‘to do so, or where 
there is lack of jurisdiction, or wpon a showing thet the appli- 
cant or recipient has made a request of the court for enforcement 
of the order, the actual amount being reccived under such court 
order shall be considered in determining the amount of the grant, 


The above policy becomes effective immediately, The 
case record shall show the date of the court order and its pro-~ 
visions, When the amount of income is less than that provided in 
the court order, the case record shall show the facts which lead 
to consideration of a Lesser amount in determining the amount of 
the grant. 


Very sincerely yours 


Chee es, 
a +6 Q. EC hod Cent 
MARTHA A. CHICKERING, Director 
Department of Secial Welfare 


(Authority: Sections 2020 and 2140 
Welfare and Institutions Code) 


MAIN OFFICE 
SACRAMENTO 
; 616 K STREET 
vi ¥ 
LOS ANGELES OFFICE 
WASHINGTON BUILDING 
311 SOUTH SPRING STREET 


NG, 


SAN FRANCISCO OFFICE 


540 VAN NESS AVENUE 


Culbert L. Olson 
Governor SOCIAL WELFARE BOARD 


ARCHIBALD B. YOUNG, CHAIRMAN 
808 S. SAN RAFAEL AVENUE 
PASADENA 


STATE OF CALIFORNIA 


Department of Social Welfare 


MISS MARTHA A. CHICKERING 


Mrs. MARY E. BARKWILL 
ROUTE 1, Box 55 
LINDSAY 


MELVYN DOUGLAS 
9484 WILSHIRE BOULEVARD 


BEVERLY HILLS 
DIRECTOR 


MrRs. T. G. EMMONS 
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Pe On Box 288 : KK XX 
SACRAMENTO 


TO: COUNTY BOARDS OF SUPERVISORS 
COUNTY WELFARE DEPARTMENTS 


COUNTY AUDITORS 


ANB — APSB 
Income —- Court Orders 


Subject: 


The Social Welfare Board on October 22, 1942, 
adopted the following policy relating to the effect of a 
court order upon eligibility of an applicant or recipient 
of aid, 


Where there is a court order for the full or 
partial support of an applicant or recipient he shall be 
considered to have income in the amount awarded by the court 
for his support; however, upon a showing that the court order 
is not enforceable because the person ordered to pay is unable 
to do so, or where there is lack of jurisdiction, or upon a 
showing that the applicant or recipient has made a request of 
the court for enforcement of the order, the actual amount 
being received under such court order shall be considered in 
determining the amount of the grant. 


The above policy becomes effective immediately, 
The case record shall show the date of the court order and its 
provisions, When the amount of income is less than that pro- 
vided in the court order, the case record shall show the facts 
which lead to considerationof a lesser amount in determining 
the amount of the grant. 


Very sincerely yours 


Aatrls Q. C fice pari | 


MARTHA A. CHICKERING, Director ” 
Department of Social Welfare 
Sections 3084 and 3075 
Welfare and Institutions Code) 


(Authority: 


Culbert DL. Olson 
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SACRAMENTO XX XX AKAKKAAX XXXXXXAX X 
® DHPARTMENT BULLETIN NO. 189, SAA. ,» Revised IN REPLY PLEASE REFER 
TO: 


TO: COUNTY BOARDS OF SUPERVISORS 
COUNTY WELFARE DEPARTMENTS 


Subject: Standards of Eligibility 
for the Receipt of Food 
Commodities Supplied by 
the Agricultural Market- 
ing Adninistration 


Department Bulletin No. 189 5,a.A. issued under date of May 1, 
1942, is hereby cancelled. Information relative to "Standards of Bligi- 
bility for the Receipt of Food Commodities Supplied by the Agricultural 
Marketing Administration" was amended by the State Social Welfare Board 
on September 23, 1942, and as a result, the County Welfare Departments 
are no longer directly involved. 


The amended policy, however, is available and will be mailed 
upon request. 


Very sincerely yours 


Nhs The Qe (! bs, (Crt uae} 


ae 
MARTHA A. CHICKERING, Director 
Department of Social Welfare 


(Authority: Yh. 878 Sts. 1941) 


: Culbert D. Olson 
MAIN OFFICE . Governor 

SACRAMENTO 

l 616 K STREET 

ek STATE OF CALIFORNIA 


tne Department of Social Welfare 


311 SOUTH SPRING STREET 


#.°¢ MISS MARTHA A. CHICKERING 
SAN FRANCISCO OFFICE 
DAVID HEWES BUILDING 
995 MARKET STREET 


DIRECTOR 


Sacramento 
Mp November 16, 1942 


Honorable Paul Peek 
Secretary of State 

Room 109, State Capitol 
Sacramento, California 


bs 


My dear Mr. Peeks 


Attached hereto are three copies of regulation, 
currently effective made by the State Department 


of Social Welfsre. 


This regulation is filed in accordance with 
Article 21 of Chapter 3 of Title 1 of Part 3 
of the Political Code as amended by Chapter 


628, Statutes of 1941. 


Very sincerely yours, 


MARTHA A. CHICKERING, Director 
Department of Social Welfare 
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SOCIAL WELFARE BOARD 
ARCHIBALD B. YOUNG, CHAIRMAN 
808 S. SAN RAFAEL AVENUE 
PASADENA 


MRS. MARY E, BARKWILL 
ROUTE 1, Box 55 
LINDSAY 


JOHN C. CUNEO 
922 J STREET 
MODESTO 


MELVYN DOUGLAS 
9484 WILSHIRE BOULEVARD 
BEVERLY HILLS 
Mrs. T. G. EMMONS 
POST OFFICE Box 12 
SALINAS 
WILFORD H. HOWARD 
P. O. BOX 288 
SACRAMENTO 
BEN KOENIG 
1680 NORTH VINE STREET 
Los ANGELES 


IN REPLY PLEASE REFER 





: ’ : Culbert V. Sison 


SOCIAL WELFARE BOARD 
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Los ANGELS 
WILFORD Hy, HOWARD § 
P. O, Box 288 
SACR 
| MENTO PLY PLEASE REFER 


DEPARTMENT BULLETIN @&-B, REVISED _ 
TO: COUNTY BOARDS OF SUPERVISORS 

COUNTY WELFARE DEPARTMENTS 

COUNTY AUDITORS 


Subject: OAS - ANB ~ APSB 
Determining the grant when 
fluctuating interest payments 
are involved, 


Page 3 of Bulletin 8&—-B is rescinded. Substituted 
for it is the attached Page 4 which incorporates the policy 
adopted vy the Social Welfare Board on October 22, 1942, re- 
lating to adjustment of the grant due to fluctuating interest 
payments. Vortical lines appear in the margin opposite the 
new policy statement which becomes effective immediately. 


Very sincerely yours 


fs % & Cp: Cerne 


MARTHA A, CHICKERING, Director 
Department of Social Welfare 


Attachment 


(Authority: Sections 2020, 2140, 3075, 3084, 3460 and 3472 of the 
Welfare and Institutions Code) 
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Frequency 
of Ad- 
just- 
ments 

in the 
Grant 

of Aid 


Fluctua- 
ting 

Interest 
Peyments 


The grant of aid shall be increased as soon as administratively 
possible when a decrease in the income causes the amount of the grant, 
together with income, to fall below the amount to which the recipient 
is entitled under the Code provisions for the particular category of aid. 
When an increase in the income of the recipient causes the amount of 
the grant, together with income, to exceed the Code provisions for the 
particular category of aid, the grant of aid shall be decreased as soon 
as administratively possible, but in no case shall the amount of aid, 
together with income, be less than that provided by the Code, 


The repeal of the former provisions of the Welfare and Institutions 
Code relating to Old Age Security and Aid to Needy Blind, exempting in- 
come from certain sources, is likely to result in increasad administra~ 
tive expense incident to frequent changes in the grant of aid. It is 
administratively desirable to keep such changes, the administrative cost 
of which is frequently greater than the amount involved, to a minimun, 
especially so since such changes often cause a delay in the issuance of 
warrants. The following rule may be applieds 


When monthly interest payments .in decreasing or increasing 
amounts are received, and which have not been determined to 
constitute an inconsequential resource, the total amount of 
income from this source may be determined for each three- 

month period and any necessary adjustment in the grant made 
_in accordance with policies governing the current income period. 


Example: An OAS recipient received interest in 
the amount of $2.05 during July, $1.95 
during August, and it is anticipated 
that he will receive 41,85 during 
September, The total amount of income 
to be received during the current in- 
come period, $5.85, can be taken into 
consideration in making any necessary 
adjustment in the September crant. 


OR 


When monthly interest payments in decreasing or increasing amounts 
are received, and which have not been determined to constitute an 
inconsequential resource, the total amount of income from this 
source may be determined for the ensuing twelve-month period and 
the monthly average thereof taken into consideration in making any 
necessary adjustment in the monthly grant. 


The county may elect either of the above methods. 


Very sincerely yours 


F fv er Je ’ 4 
hatte & Lepwe AMA | 


MARTHA A. C HICKERING, Director 
Department of Social Welfare 
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MAIN OFFICE 
SACRAMENTO 
616 K STREET 


tf. ow 


LOS ANGELES OFFICE 
WASHINGTON BUILDING 
311 SOUTH SPRING STREET 


££ 


SAN FRANCISCO OFFICE 
DAVID HEWES BUILDING 
995 MARKET STREET 


- 


Honorable Paul Peek 
Secretary of State 
Room 109, State Capitol 
sacramento, California 


bs 


‘~ 


Culbert L. @lson 
Governor 


STATE OF CALIFORNIA 


Department of Social Welfare 


MISS MARTHA A. CHICKERING 


DIRECTOR 


Sacramento 


November 23, 1942 


My dear Mr. Peek: 


Attached hereto are three copies of regulation, 
currently effective made by the State Department 


of Social Welfare. 


This regulation is filed in accordance with 
Article 21 of Chapter 3 of Title 1 of Part 3 
of the Political Code as amended by Chapter 


628, Statutes of 1941. 


. 
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Very sincerely yours, 





MARTHA A. CHICKERING, Director 
Department of Social Welfare 


SOCIAL WELFARE BOARD 
ARCHIBALD B. YOUNG, CHAIRMAN 
808 S. SAN RAFAEL AVENUE 
PASADENA 


MRS. MARY E. BARKWILL 
ROUTE 1, Box 55 
LINDSAY 


JOHN C. CUNEO 
922 J STREET 
MODESTO 


MELVYN DOUGLAS 


9484 WILSHIRE BOULEVARD 
BEVERLY HILLS 


Mrs. T. G. EMMONS 
POST OFFICE Box 12 
SALINAS 


WILFORD H. HOWARD 
P. O. BOX 288 
SACRAMENTO 
BEN KOENIG 


1680 NORTH VINE STREET 
Los ANGELES 


IN REPLY PLEASE REFER 
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DEPARTMENT BULLETIN NO. 201 


TO} 


CHAIRMEN, BOARD OF SUPERVISORS 
COUNTY WELFARE DIRECTORS 
| COUNTY AUDITORS 


* * 
ee ee SOCIAL WELFARE BQ@ARD 


ARCHIBALD B YOUNS, CH Aasmaan 
805 S. SAN RAFAEL AVENUE 
PADZAULNA 


STATE OF CALIFORNIA 


Department of Social Melfare 


MISS MARTHA A CHICKERING 
OIRECTOR 


Sacramento 
November 21, 1942 


MRS MaRY E. BARKWILE 
Route '. Bor $5 
LINGSAY 
MELVYN DOYGLAS 
SABA WILSHINE BOULEVARD 
BEVCALY HuULs 


Maras T. GA. EMMONS 
POST Orrick BOX 12 
xy NAS 
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Bt, ™M KOENIG 
1680 NORTH Vin& STREET 


Los ANGELES on 
Py Os Box 2 288 


vane 
SACRAMENTO 


IN REPLY PLEASE REFER 


JOHN C. CUNEO 
922 J. STREET 
. MODESTO 


WILFORD H. HOWARD 


TO. 


Subject: Procedure for Making Application for Funds 
for Promotion and Coordination of Programs 


for Services to Children of Working Mothers 


General information in regard to the $400,000 fund allocated by the 
President to the Office of Defense, Health, and Welfare Services for promotion of 
programs for services to children of working mothers has been given to all County 
Welfare Departments and inspection and accredited boarding home agencies in Depart~ 
ment Memorandum issued November 10, 1942. 


A. Facts in Regard to the Use of the Fund 


Grant of 
Funds for 
States 


Availabil- 2. 
ity of 


Funds for 
Counties 


Purposes 3, 
for which 
Funds Can 

Be Used 


$340,000 of the fund has been allocated for grants to states by the 
Office of Defense, Health, and Welfare Services for administrative 
planning and consultative service necessary for ascertaining needs, 
developing and coordinating services for children of working mothers, 
and administering State and/or local programs providing such ser~ 
vices, 


A portion of the funds will be made available to the State Depart+ 
ment of Social Welfare for the use of County Welfare Departments 
to provide administrative and consultative personnel in local com 
munities where such services are needed, 


The purposes for which funds will be granted are limited to payment 
of salaries and travel expenses for such personnel, and the County 
Welfare Departments will be reimbursed in full by the Federal Gov- 
ernnent for such expenditures. The County Welfare Departments will -: 
provide for clerical services, rent, office supplies, and other 
miscellaneous items, 


Assistance by the Federal Government from the fund is limited to 
local administrative, planning, and consultative personnel respon» 
sible for mobilizing, promoting, coordinating, administering, and 
developing on a community~wide oasis services and facilities of 
local, public, and private agencies for the care of children of 
working mothers. 


Assistance cannot be given for personnel of local public welfare 
agencies who work directly with children needing services or with 
working mothers; or as the immediate supervisors of such personnel} 


Sub yy ” 
committee 

on Child 
Care 


Plan for Be 


Obtaining 
Funds 


Personnel 6, 


on County 
Payroll 


Qualifica- 7. 
tions of 
Personnel 


Salary Se 
Range 


or personnel. responsible for the supervision or administration of 
a single community facility or service such as a nursery school or 
dayecare center, 


Before funds may be allocated to a count7, a local planning come 
mittee or subcommittee of the local Defense Council must be es 
tablished, charged with the responsibility of promoting and coordi 
nating the community child-care program, To effectuate this, the 
State Council of Defense has recommended to County and City Coun- 
cils of Defense that a subcommittee on Child Care in Wartime be 

set up at once under the Committee on Health, Welfare, and Consumer 
Interest, with county-wide responsibility, its membership to cone 
sist of the following: 


ae The 
bd. The 


local public health officer 

superintendent of schools -» county or city 

ec, The local welfare director 

d. The local representative of the United States Employment 
Servic? 

e, The representative of the WPA assigned to the county 


In order to obtain funds for local communities, complete and 
specific plans for the proposed program must be submitted by the 
county to the State Department of Social Welfare for submission 

to the Office of Befense, Health, and Welfare Services, These 
plans must include a statement of the need for services for child~ 
ren of working mothers, a description of the county Committee on 
Child Care in Wartime, or the comparable committee planning sere 
vice for such children; a description of the program already in 
effect; and a description of the plan for future services for which 
Federal funds are being requested. The plan should cover a period 
ending not later than March 31, 1943, although Federal funds may 
be available at that time for continuation and extension of the 
program. 


Each person employed 
will be on the staff 
serve as coordinator 
and/or as consultant 
services to children 


as part of the plan submitted by the county 
of the County Welfare Department. He may 

to the Committee on Child Care in Wartime, 
or administrator in developing a program for 
of working mothers. 


Personnel selected by the county must meet the established re= 
quirements for the particular positions for which they are ome 
ployed. Job specifications for the proposed positions are ate 
tached. Prior to employment of personnel the county will submit 
to the Personnel Officer of the State Department of Social Welfare, 
in Sacranento, on Form P.5, 16 (Application for Provisional Ap=- 
pointment), the qualifications of the proposed employee, 


The salary range for coordinator will be from $200 to $350 per 
month, in $25 steps, the salary to be set at one of the salary 
steps, depending upon the difficulty of the assignment and the 
qualificotions of the individual selected for the position, 
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B, Application Procedure 


1. 


Ce 


Formal 
Application 


Narrative 
Statement 


The subcommittee of the Defense Council charged with the responsi- 
bility for promoting and coordinating the community child-care pro~ 
gram will present to the County Welfare Department information con= 
cerning the need, and a request for administrative services for a 
community child-care program. This request must include a state- 
ment from the United States Employment Service with respect to lo- 
calities where specific services are needed: (a) that women are 
being employed or will be employed in substantial numbers; (b) that 
provision for care of their children will materially aid the war 
effort; and (c) that the community program has been developed in 
accordance with the statement of policy adopted by the War Manpower 
Commission on August 12, 1942, (See M.P. Directive IX attached to 
State Department of Social Welfare memorandum of November 10, 1942,) 


The application for Federal assistance will consist of three items: 


a. Formal application prepared by the-County Welfare Department 
on Form CW 1 (copies attached) provided for the purpose. This 
will be a sworn statement signed by the director and approved 
by the chairman of the board of supervisors. This affidavit 
will include a statement that local funds are not available for 
the specific service described. 


bd. Supplemental narrative statement in regard to the proposed 
program, prepared in accordance with the following outline’ 


(1) Statement in regard to community need for services for 
children of working mothers, 
(a) Extent of employment of women in community. 
(bd) Adequacy of existing community child-care facilities 
and services, 


(2) Description of community committee planning services for 
children of working mothers. 
(a) Outline covering names of committee members, agencies 
and organizations they represent. 
(>) Brief summary of responsibilities, functions, and 
activities of the committee, 


(3) Description of community program for services to children 
of working mothers. 

(a) Outline of child-care services and facilities needed 
with special wference to use of existing resources, 
consideration of health, education, and welfare 
aspects of the program, and the integration of the 
community program in terms of the working relation~ 
ships among those agencies separately or jointly 
responsible for particular aspects of the program, 

(>) Statement from chairman of the committee on Child Care 
in Wartime or other child-care planning committee 
that the committee is in process of planning a come 
munity program which takes into consideration the 
health, education, and social welfare aspects of 
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child care, and the committee's recommendations in 
regardto the employment of a child-care coordinator, 
(Statement to be attached to this item.) 


(4) Description of community plan for services to children 
of working mothers, for which Federal funds are being 
requested, This should includes 
(a) A statewent that the county will employ persons who 

meet the qualifications set up by the State Depart- 
ment of Social Welfare. 

(>) An outline of the specific service to be performed 
by the child-care coordinator. 

(c) A statement regarding the relationship between the 
services to be performed by the child-care coordi- 
nator and the other functions of the County Welfare 
Department. 


c. Budget covering all proposed expenditures will be submitted on 
Form CWM 2 (copies attached), In estimating the cost for 
travel the county should budget all travel items in accordance 
with county regulations. | 


Seven copies of each of the three parts of the application 
must be suomitted to the State Department of Social Welfare 
at Sacramento, 


C. Operation of Plan 


No tifica~ Lie 
tion of 
Action 





Claims for 2, 
Reimburs e+ 
ment 











Attachments 


The State Department of Social Welfare will notify the county of 
approval of its plan, and the county will »orcceed with employment 
of personnel and the setting up of the program. 


Salaries and travel expense will be advanced by the county. Re» 
imbursement in full may be claimed monthly by it from the Federal 
fund allocated to the State Department of Social Welfare to finance 
the county request. The claim may not exceed the budget submitted, 
Forms for making claims will be forwarded to the county when formal 
approval is received from the Office of Defense, Health, and Wel- 
fare Services. 


Very sincerely yours 


bof, a Chetan 
MARTHA A. CHICKASRING, Director 
Department of Social Welfare 


(Authority: Section 120, Welfare and Institutions Code) 
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Form CWM 1, NovemBer, 1942 i iit Seven Copies to 
STATE OF CALIFORNIA State Department of Social Welfare 
DEPARTMENT OF SOCIAL WELFARE Sacramento. California 

a ’ “ 


APPLICATION FOR FUNDS FOR SHERVICZS TO CHILDREN OF WORKING MOTHERS 


FOR COUNTY 


For the period , 194 to , 194 
(Month, Day) (Month, Day) 


I, ec aa oe lel 
(Title of Official in Charge) 


of the , do certify that tne budget of estimated 
(Name of County Agency) 


expenditures herewith submitted is based on the unavailability of local funds for 
services described in the plan herewith submitted and do apply for the use of funds 
provided by the Federal Government toward the payment of exnenditures made in admin- 
istering the plan for services to children of worxing motners, I do further certify 
that space, clerical services, and supplies will be provided for by the County and 
that all information set forth herein is true, to the best of my Knowledge and belief, 
The estimated budget request for administrative expenditures for this Program 
for this period is $ ‘ 
Signed. sabi ab beacon ets i 
(Director or Official in Charze) 


Title 


on ne +e we 


Ne i a ee aa aie ty 
(Chairman, Board of Supervisors) 


Subscribed and sworn to before me this 


day of _ Se! 
(Title) 
TO BE ACCOMPANIED BY BUDGET FORM CWM 2 AND PLAN 


11/42 900 


@ 


Form CWM 2, NovemBer, 1942 St t Seven Copies to 
SACRAMENTO, CALIFORNIA Sacramento, California 


COUNTY BUDGET FOR SERVICES TO CHILDREN OF WORKING MOTHERS 





COUNTY 
For the period ; 1 ke ,» 194 
(Month, Day) (Month, Day) 


(er rte ee 









ESTIMATED EXPENDITURES 
(for pveriod covered by this revort) 





Column 1 Column 2 Column Column 44 Column 
Total Amount Amount 
— Annual Expenditures To Be Paid Requested 
Position salary for fran from 
Rate Period * County Funds Federal Funds 
Title 
sala ee ae Bi el bs aos ant Cale, 
Travel eee ake 
Other tea Seo ela © 
Title SAAC Fa 
Sala 
Travel Piabeneaias 
Other __ : Heh coat ge eta FA ea i 
— =e 
Travel 
a ee Ma et oe 


TOTAL | | 


ial sania ea 


* Estimated value of space, clerical services, suvvlies, etc. 





TO BE ACCOMPANIED BY APPLICATION FORM CWM 1 AND PLAN 
11/42 470 


CHILD CARE COORDINATOR 


Definition 


Under supervision to carry out a child care program; assisting local come 
munities in developing and coordinating needed community resources; and to 
do other work as required. 


Typical Tasks: 


Assisting in stimulating, developing and coordinating local community re~ 
sources for child care programs, attending and participating in group and 
committee activities on problems affecting children; interviewing community 
leaders for the purpose of securing information necessary to determine needs 
for child care; conducting studies to determine the need for child care sere 
vices and making recommendations on the needs in local communities; planning, 
directing and supervising the work of assigned employees and volunteer work~ 
ers not engaged in directly furnishing services to needy children; address~ 
ing groups concerning child care programs; dictating correspondence and pre~ 
paring reports. 


MINIMUM QUALIFICATIONS: 





Education: 


Equivalent to graduation from college supplemented by completion of one 
year of graduate work in (1) social work or (2) public administration, 

Two years of successful qualifying experience may be substituted for one 
year of graduate study. Additional qualifying experience of the kind ine 
dicated below may be substituted for each year of undergraduate study in 
college on the basis of one year of qualifying experience being equivalent 
to one year of education, 


AND 


Experience’ 


Five years of qualifying experience, of which at least one year must have 
been within the last fifteen years, as described below, 


Qualifying Experience? 


(1) Successful paid employment in an administrative or professional capac» 

ity in any one of the following fields? 

(a) public or private welfare agencies 

(>) social group work involving community contacts 

(c) public health or school nursing 

(d) school administration 

(e) public employment service in a managerial or important super~ 
visory capacity 

(f) probation work 

(z) nursery school in an important supervisory capacity 


or 


(2) Some other equivalent combination of education and similar experience, 


Knowledges 


1. Wide knowledge of child care problems which call for the use of public 
and private community resources. 

ec. Wide knowledge of the methods of stimulating, developing, and coordi- 
nating local community resources, 

3. Wide knowledge of social and economic problems relating: to child care, 

4, General knowledge of the laws pertaining to the care and protection of 
children, 

5. General knowledge of the purposes and activities of various public and 
private welfare agencies in California. 


1. To assist in planning, organizing, coordinating, and effectively di» 

recting the work of others in a child care program. 

2. To establish and maintain friendly and cooperative relations with or-~ 
ganizations, committees, public officials, and others interested in 
developing a child care program and to participate in community activ- 
ities as needed, 

» fo utilize and coordinate local resources and to assist in developing 

needed resources in the field of child care, 

To evaulate social conditions pertaining to child care problems. 

To speak and write effectively. 

To interview effectively. 

- To size up situations and people accurately and to adopt an effective 
course of action. 

& To get along well with others. 

9. To follow oral and written directions. 


—SoOwip— ww 
a 


Personal Characteristics; 


Sympathy with child care programs, willingness to travel and to perform 
work requiring irregular hours, demonstrated capacity for working effecte 
ively with persons and grouvs in developing a community-wide program, tact, 
initiative, patience, integrity, neat personal appearance, pleasing person 
ality, adaptability, emotional stability, poise, resourcefulness, keenness 
of observation, thoroughness, good address, good judgment, good health, 

and freedom from disabling defects. 


Monthly Compensation: 
$200 $225 $250 $275 $300 $325 $350 


11/42 470 


Child Care Coordinator-2 
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ASSISTANT CHILD CARE COORDINATOR 


Definition: 


Under supervision of a Child Care Coordinator, to do the more routine work 
in carrying out a child care program; assisting in developing and coordinate 
ing needed community resources; and to do other work as required. 


Typical Taskss. 


Assisting in coordinating local community resources for child care programs} 
attending and participating in group and committee activities or problems 
affecting children; interviewing persons to secure information on child-care 
problems; assisting in conducting studies on child-care problems; dictating 
correspondence and preparing reports. | 


MINIMUM QUALIFICATIONS 


Education: 


Equivalent to graduation from college supplemented by completion of one year 
of graduate work in (1) social work, or (2) public administration, (Two 
years of successful qualifying experience may be substituted for one year of 
graduate study. Additional qualifying experience of the kind indicated 
below may be substituted for each year of undergraduate study in college on 
the basis of one year of qualifying experience being equivalent to one year 
of education.) 


AND 
Experiences 


Three years of qualifying experience, of which at least one year must have 
been within the last fifteen years, as described below. 


Qualifying Experience: 


(1) Successful paid employment in an administrative or professional capac» 
ity in any one of the following fields? 
a) public or private welfare agencies 
(>) social group work involving community contacts 
(c) public health or school nursing 
(d) school administration 
(e) public employment service in a managerial or important supervisory 
capacity 
(f) probation work 
(z) nursery school in an important supervisory capacity 


OR 
(2) Some other equivalent combination of education and similar experience. 


Knowledges 


(1) General knowledge of child-care problems which call for the use of 
public and private community resources, 
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Ability: 
(1) 
(2) 


(3) 
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Personal 


General knowledge of the methods of stimulating, developing, and 
coordinating local community resources, 

General knowledge of social and economic problems relating to child care, 
Familiarity with the laws pertaining to the care and protection of 
children. 

Familiarity with the purposes and activities of various public and 
private agencies in California. 

To assist in planning, organizing, coordinating, and effectively direct— 
ing the work of others in a child-care progran,. 

To establish and maintain friendly and cooperative relations with 
organizations, committees, public officials, and others interested in 
developing a child-care program and to participate in community active 
ities as needed, 

To utilize and coordinate local resources and to assist in developing 
needed resources in the field of child care, 

To evaluate social conditions pertaining to child care problems, 

To speak and write effectively, 

To interview effectively. 

To size wo situations and people accurately and to adopt an effective 
course of action, 

To get along well with others, 

To follow oral and written directions, 
Characteristics? 


Sympathy with child-care programs, willingness to travel and to perform 
work requiring irregular hours, demonstrated cavacity for working ef 
fectively with persons and groups in developing a community-wide pro- 
gram, tact, initiative, patience, integrity, neat personal appearance, 
pleasing personality, adaptability, emotional stability, poise, re- 
sourcefulness, keenness of observation, thoroughness, good address, good 
judgment, good health, and freedom from disabling defects, 


Monthly Compensation: 
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$150 $160 $170 $180 $190 $200 


Assistant Child Care Coordinator=e 
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Culbert D. @lson 


MAIN OFFICE Governor 


SACRAMENTO 
616 K STREET 


Bi STATE OF CALIFORNIA 


LOS ANGELES OFFICE D epartment of Sntial Welfare 


WASHINGTON BUILDING 
311 SOUTH SPRING STREET 

MISS MARTHA A. CHICKERING 
DIRECTOR 


Sacremento 
November 20, 1942 


. 45) 
Tih bao! 


‘aur 


rs 


SAN FRANCISCO OFFICE 
DAVID HEWES BUILDING 
995 MARKET STREET 





HANDBOOK LETTER #2 


SOCIAL WELFARE BOARD 
ARCHIBALD B. YOUNG, CHAIRMAN 
808 S. SAN RAFAEL AVENUE 
PASADENA 
Mrs. MARY E. BARKWILL 
ROUTE 1, Box 55 
LINDSAY 
JOHN C, CUNEO 
922 J STREET 
MODESTO 
MELVYN DOUGLAS 
9484 WILSHIRE BOULEVARD 
BEVERLY HILLS 
Mrs. T. G. EMMONS 
POST OFFICE Box 12 
SALINAS 
WILFORD H. HOWARD 
P. O. BOX 288 
SACRAMENTO 
BEN KOENIG 
1680 NORTH VINE STREET 
Los ANGELES 


IN REPLY PLEASE REFER 
TO: 


You receive herewith Assistance to Enemy Aliens Revisions 1 and 2, 
Financial Policies and Procedures Revision 1, and Renorting Proced~ 
ures Revisions 1 and 2. This material is to be entered in your copy 
of the War Services Handbook, and the revision numbers cancelled on 
the separators for the revised chapters. These revisions become 
effective immediately. 


Your attention is directed particularly to the following: 


Sec. 10-20 sets forth the policy of no longer desig- 
nating Italian Nationals as Enemy Aliens. 


Sec. 1l1~55 provides for special provisions in the 
budget for enemy aliens when the GR budget is used 
as & basic budget. 


Sec. 30"20 provides for exemotion certificates for 
Federal tax on transportation under WS programs. 


Sec. 40-01 gives 
numbers. 


instructions for assigning case 


Sec. 43-00 has an addition to the instructions for 
reporting on the Individual and Family Data Form. 


Statements contained in the Handbook take pretedence 
over same material vreviously released in bulletins. 


W& I *-*- Secs. 113, 120 
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although no statewide policy has been set and the budget has been left to 
the discretion of the counties it is expected that standards of assistance for this 
program will not be higher than those genérally applicable to persons eligible for 
financial assistance winder the other welfare programs operating within the State; it 
is expeoted, however, that subsistence needs will be met. The standards in the ap-+ 
proved plan for ANC or those in the GR program may be most nearly applicable to this 
program. Most countiés have found the ANC budget most nearly applicable. 


lf the GR budget is used, it should be recberized that some allowance must 
be made for those services or resources ordinarily available to persons receiving GR 
but not available to the enemy alien group. Zxamples of this are the Food Stamp and 
Commodity Distribution Prograus, The Agricultural Marketing Administration has ad- 
vised that persons receiving assistance under the Enemy Alien Program are not eligi» 
ble to participate in either the Food Stamp or the Direct Distribution Programs unless 
they are already receiving OAS, ANB, ANC, or GR. 


There is no statewide limit on real or personal property. It is expected, 
nowever, that avilable assets will be taken into consideration and the advisability 
of using them will be determined on an individual case basis. 


Verification is not required prior to granting emergency aid where there is 
immediate need. When the family will require long time care, however, the usual ver~ 
ifications will be made. 


The county's standards and operating procedures for determining need and 
the amount of assistance may require adaptation to include provision for the treate 
ment of special problems that are not usually considered as coming within the defini- 
tion of necd. In all cases need shall be determined by considering requirements in 
relation to available resources, Such adaptations should include: , 


1. Provision for assistance in cash or in kind to individuals or families 
living in their own homes, boarding homes, or other types of living 
arrangements, 


2. Consideration, in establishing need, of anticipated expenditures re-~ 
lated to the services the family may require, and inciusion in the 
payment of the cost of medical care, travel, moving or storage of 
household effects. Provision should also be made to meet the cost of 
burial. 


3. The immediate provision of cash in hand, assistance in kind, temporary 


shelter, travel, and transportation of household goods to meet emer- 
gencies, 
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1, Enemy aliens or other persons and their dependents whose removal from a speci- 
fied area, which is permitted to be individually effected, nas been ordered by 
the Army or other properly authorized governmental agency; or whose activi- 
ties within such area have been subjected to military regulations. This will 
include the Caucasian spouses of Japanese ins«relocation centers, aliens who 
lost employment because of curfew or travel regulations, aliens who because of 
removal from restricted or prohibited areas have been unable to reestablish 
themselves, alien fishermen who have not been able to secure other employment. 


«. Hnemy aliens who have been detained and later released; and the dependents of 
enemy aliens who have been detained and interned or released, 


o. German nationals who are in need from causes other than restrictive action or 
internment, but who prefer to receive assistance from German funds, 


4, Italian nationals are no longer designated as enemy aliens by order of the 
U. S. Attorney General, This, however, has not necessarily affected their el- 
igibility under the Enemy Alien Program, Italians who might be currently sub- 
Jected to restrictive action or who will be so subjected in the future are | 
eligible. Assistance may also be continued to those Italians who have been 
but who are no longer subjected to restrictive action until such time as they 
are able to secure employment. That is, those persons who are now in need be- 
cause of a previous restriction, even though that restriction may have been 
removed, may be aided until they are able to meet their own needs. Every pos-+ 
sible assistance should be given the individual or family in order that reha- 
bilitation may be achieved as soon as possible. 


In some instances it may be impossible for Italian nationals to return to ror-+ 
mer occupations because of certain limitations placed on the occupations 
rather than on the individual, Where it is necessary for Italian nationals to 
seek new positions and possibly new occupations, recognition must be given to 
the fact that such adjustments may require time and skillful counseling on the 
part of the county welfare department worker, 


Sec. WS 10-30 Definition of Enemy Aliens and "Other Persons! 
WSE 


inemy alien status is determined by the Department of Justice, but it may be 
stated in general that the following persons have the status of enemy aliens. 


All aliens 14 years of age or older who are natives, citizens or subjects of 
countries on which the U. S. has declared war; 

All aliens 14 years of age or older who at present are stateless but who at 
the time at which they became stateless were citizens or subjects of countries 
on which the U. S. has declared war, 


The term "other persons" is used in a special sense to cover persons, other 
than enemy aliens who may be subject to regulations issued by the Secretary of War or 
the designated military commanders, Persons of Japanese ancestry, or citizens whose 
associations might lead to question are, therefore, made subject to the regulation 
with regard to entering, remaining, or leaving any military area, 


———— 
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WAR SERVICES FINANCIAL POLICIES AND PROCEDURES 30-20 
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2. "Transportation" includes amounts for providing travel of persons and 
transportation or storage of effects of persons eligible for assistance 
under the WS programs. This item should not include small allowances 
for car or bus fares for transportation to schools, clinics, etc. Such 
allowances should be reported as "Maintenance." 


When transportation is provided for persons under the WS programs, 
Federal tax on such transportation costs should not be paid. Tax 
exemption certificates should be secured from the railroad company and 
should be presented at time transportation arrangements are made. 
Separate certificates are necessary for Pullman tickets and regular 
transportation tickets. Counties may mimeograph their own tax exemp- 
tion certificates. | 


3, Medical Services" include care by physicians in home or office, clinic 
care, hospitalization, dental care, nursing service, medical appli- 
ances, supplies and drugs, and laboratory and diagnostic tests to per- 
sons eligible for assistance under the WS programs, It is not in- 
tended that this amount should include allowances for medical services 
included in undifferentiated money payments to recipients; because of 
the difficulty of separating such allowances they should be roported as 
"Maintenance." Separate money payments to recipients intended for med- 
ical services alone are presumably readily identifiable and should be 
reported along with payments made directly to persons and agencies fur~ 
nishing medical services to recipients. 


4, "Other" includes items which are not readily identifiable as being 
- either of the above mentioned categzries. Cost of burial would be an 
example of "Other." 


5. "Petty Cash," if identifiable, should be charged to the proper category, 
The advance of petty cash is to be governed by county policy and proce- 
dure and the individual case is the determining factor of the amount of 
petty cash required by the individual. It is not desired to become too 
far removed from regular county policy and procedure in the matter of 
petty cash advances, but it is to be remembered that different types of 
people are affected by war emergencies and it may be necessary that 
certain restrictions on petty cash advances be relaxed for these pro- 
grams. 
B. Advance Basis. 
When counties receive funds on an advance basis in emergencies, similar 
accounting shall be maintained as outlined under "Reimbursement Basis" above. In ad- 


dition, if advances of Federal funds are made to counties, the following will be re- 
quired in connection with the control of advanced Federal funds; 
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WAR SERVICES REPORTING PROCEDURES 40-01 





Sec. WS 40-Ol Uniform Numbering Requests (Applications) for Assistance and/or 
WSE; WSC Service 


A uniform system of case numbering is to be followed by all counties handl- 
ing the WS programs. Hach county is responsible for its own numbering. Case numbers 
shall be assigned to requests for assistance and/or service wnich are rejected as 
well as to those accepted. This is necessary in order to identify rejected requests. 


The following procedure is to be employed: 


Assign @ number to each request as it comes to the attention of the CWD. 

A new series, separate and apart from any other county numbering system now 
in use, is to be installed. Use the county abbreviation as a prefix to the 
number and designate the type of request by using the WS program abbrevi~ 
ation as a suffix; i.e., WSE (Enemy Alien Program), WSC (Civilian War 
Assistance Program). It. is not necessary to use a separate series of nun 
bers for each of the WS programs, An example for San Francisco County 


would be; 
SF 1 WSC 
SF 2 WSE 
SF 3 WSC 


The numbering procedure is effective as of November 1, 1942. WS cases 
receiving continuing care as of that date are to be numbered according to the above 
system; however, cases that have received service but which were closed as of Novem~ 
ber 1, 1942, need not be numbered. Any cases closed prior to November 1 and reopened 
arter that date are considered the same as new requests. 


The case number should be entered in Item 14 of the Individual and Family 
Data Card of civilian evacuees accepted or rejected, It should be entered in the 
upper right-hand corner of the War Services Data Card (Form WS-9) for all Civilian 
War assistance and Enemy Alien Cases accepted or rejected. 


No case number should be assigned to Individual and Family Data Cards of 
ivacuses who do not make application at the point of debarkation,. 


Sec. WS 40-02 Reporting 
WSE; WSC 


The county welfare department will need to have available in its own files 
such recorded information as will substantiate its action with respect to the serv- 
ices given and the financial assistance provided, (See Sec. WS 10-95 Recording of 
Social History.) 


Following are copies of forms and detailed instructions for completion and 
submission of required records and reports on county operations under the Enemy Alien 
and Civilian War Assistance programs. These consist of: 
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WAR SERVICES REPORTING PROCEDURES 43-00 








Sec. WS 44-00 Instructions for Reporting on Civilian Assistance in Voluntary 
WSE Evacuation ~- Individual and Family Data Form 


This form is used to record the specific social data regarding each 
evacuee. It should be filled out as completely as possible at the point of embarka- 
tion and constitutes the primary record at that point. Two copies of this form com- 
pleted in the appropriate items are made available at the point of debarkation, in 
most instances being delivered by the evacuece himself to the county welfare depart 
ment, 


It is intended that the form be used as follows: Items one through thir-~ 


teen will be filled in at the point of embarkation by the agency responsitle for 
handling this program, The agency at the debarkation point will be responsible for 
completion of the remaining items of the form, 


The county welfare department at the point of debarkation is responsible 
for completing two additional copies of the Individual and Family Data Form, At the 
time of final disposal, one of the four completed copies of the form is to be sent 
to the local public welfare office at the point of destination and two copies are to 
be forwarded to the SDSW which will route one copy to the FSSB, 


Note that it is no longer necessary to transmit a copy of this form directly 
to the FSSB at the time of debarkation. Copies are not to be transmitted to the SDSW 
until final disposal is made of the case. 


(If the individual or family has not requested service or assistance at the 
point of embarkation, but upon debarkation desires to do so, or finds it necessary to 
do so, or if for any reason the upper sections of the form have not been filled out, 
the agency at the debarkation point should record the desired information in the 
entire form in quadruplicate. ) 


There may be instances in which the Red Cross ship worker may deliver to 
the Public Welfare representative at the point of debarkation Individual and Family 
Data Cards of persons who have been aided in the Territory but who do not make an ap- 
plication for assistance upon debarkation. 


These Individual and Family Data Cards should be neld for a period of thirty 
days after arrival of the convoy. If the evacuees have not made application for 
assistance at that time, their Individual and Family Data Cards should be forwarded 
to the SDSW with a letter of transmittal showing that these persons were not seen at 
the point of debarkation, Such Individual and Family Data Cards should not be given 
& case number, nor should a War Services Data Card (Form WS-9) be made for them, ‘The 
notation, "No Application" should be entered on each card in the upper right-hand 
corner, 


The information requested requires little additional interpretation. 
Attention is called to the few points where additional instructions appear needed, 








Item 8. Disability or other condition requiring particular consideration,— 
Record here facts that may be needed in order that individual attention may be given, 
on debarkation, to persons who are ill or handicapped, or who for other reasons may 


require special care or special arrangements for travel, 
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Honorable Paul Peek 
Secretary of State 
Room 109, State Capitol 


Culbert L. @lson 


Governor 


STATE OF CALIFORNIA 


Department of Social Welfare 


MISS MARTHA A. CHICKERING 
DIRECTOR 


Sacramento 
November 27, 1942 


FILED ... 


Sacramento, California theo. 


QE > 





My dear Mr. Peek: 


SOCIAL WELFARE BOARD 
ARCHIBALD B. YOUNG, CHAIRMAN 
808 S. SAN RAFAEL AVENUE 
PASADENA 


Mrs. MARY E. BARKWILL 
ROUTE 1, Box 55 
LINDSAY 
JOHN C. CUNEO 
922 J STREET 
MODESTO 
MELVYN DOUGLAS 
9484 WILSHIRE BOULEVARD 
BEVERLY HILLS 
Mrs. T. G. EMMONS 
POST OFFICE Box 12 
SALINAS 
WILFORD H. HOWARD 
P. O. BOX 288 
SACRAMENTO 
BEN KOENIG 
1680 NORTH VINE STREET 
Los ANGELES 


IN REPLY PLEASE REFER 
TO: 


Attached hereto are three copies of regulations, 
currently effective made by the State Department 
of Social Welfare. 


These» regulations are filed in accordance with 
Article 21 of Chapter 3 of Title 1 of Part 3 of 


the Political Code as amended by Chapter 628, 


Statutes of 1941. 


172:786 


Attachments 


Very sincerely yours, 


ees 


A. CHICKERING, Director 


“oat. 


Department of Social Welfare 


MAIN OFFICE 
i SACRAMENTO 
616 K STREET 


LOS ANGELES OFFICE 
WASHINGTON BUILDING 
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SAN FRANCISCO OFFICE 
DAVID HEWES BUILDING 
995 MARKET STREET 
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and in conflict herewith are cancelled immediately. 


DEPARTMENT BULLETIN NO. 202 


Culbert D. Olson 


@overnor 


STATE OF CALIFORNIA 


Department of Social Welfare 


MISS MARTHA A. CHICKERING 


SavtYaiitn to 


November 27, 1942 


TO: COUNTY BOARDS OF SUPERVISORS 
COUNTY WELFARE DEPARTMENTS 


COUNTY AUDITORS 


Subject: Offer of Support 
OAS; ANB; APSB 


SOCIAL WELFARE BOARD 
ARCHIBALD B. YOUNG, CHAIRMAN 
808 S. SAN RAFAEL AVENUE 
PASADENA 


Mrs. MARY E. BARKWILL 
ROUTE 1, Box 55 
LINDSAY 


JOHN C. CUNEO 
922 J STREET 
MODESTO 


MELVYN DOUGLAS 
9484 WILSHIRE BOULEVARD 
BEVERLY HILLS 


MRs. T. G. EMMONS 
POST OFFICE Box 12 
SALINAS 


WILFORD H. HOWARD 
P. O. BOX 288 
SACRAMENTO 
BEN KOENIG 
1680 NORTH VINE STREET 
Los ANGELES 


IN REPLY PLEASE REFER 


The Social Welfare Board at its meeting on November 19, 1942, 
adopted the following policies, which become effective immediately: 


14. Amere offer of support by a responsible relative or anyone else 
is not in itself sufficient to disqualify the applicant for 


Public Assistance 


e 


2. The actual receipt of full or partial support shall determine the 
applicant's eligibility and the amount of aid to be granted, if 


any « 


3. The above statements include offers from all sources where the 


applicant does not have a property right. 


Where the applicant 


has a property right; i.e., insurance, 0.A.S.I., stock, bonds, 
court order for support, life care contract, or other resource 
which he owns or in which he has an interest, the benefits 
accruing from such property shall be considered income to the 


applicant. 


The above policies refer to all offers in kind made from any source 


and to all offers of cash which are conditional, 
to 4t a condition, that is, the offer is made provided the applicant or re- 
cipient perform or refrain from performing 4 certain act, such as living in a 
certain place, unon refusal of the offer by the applicant or recipient, if 
otherwise eligible, he shall be granted aid. 


If the cash offer has attached 


All rules and regulations issued heretofore dealing with this subject 


(Authority: Sec. 2140, Welfare 
and Institutions Code 


20 AC 918) 


Very sincerely yours 


MARTHA a. CHICKERING, Director 
Department of Social Welfare 


. Sen, 


+ 
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MANUAL LETTER NO, 29 


You receive herewith a reissued Chanter on Blindness, end Welfare Personnel 
Standards Chapter, Revisions <4 brid 26. This eee is tu be entered in 
your copy of the Menvai o* Policies end Procedures,and the revision numbers 
canceled on the separators for the revised chapter. 


These revisions were adcpteé and the reissuance of the Chapter on Blindness 
was aprroved by the SSWE on Ostuber 2c, i942. All revisions become effect~ 
ive immediately aniess a specific dete is given below.4ll ections by boards 
tices of Change 90 deéys or later from 


of supervisors on Applications and Wo 
ions shall be in accord with them. 


the date of issuance of these revis 


Your attention is directed particularly to the following: 


The chapter on Blindnesshas been rewritten and revisions made 
chiefiy for ciarification. There were no changes in policy and 
procedure. 


Sec. O7i-!5 hae been chanéed to provide a time limit for provi- 
sional employees, who have filed an appeal in connection, with an 
examinurion for the position which they occupy. This ruling 
will be effective Decemoer 4, 1942. 


Another revision of this section is t: emergency measurc extend- 
ing provisional appointaents beyond the six monihs!' period with 
the approvel of the SDSW and subject to certain conditions. 


Sec. G76-30 relates to the provision requiring that keyed copies 
of examinations be exhibited for a period of ten days. 


Statements contained in the Manual take precedence 
over same material previously released in bulletins. 


Authority for entire chapter. W&IC Secs. 103, 103.5, 103.6, 119, 119.5, 119.6 
074-15 WEL) JE PERSONNEL STANDARDS Or ge tion and Administration 











074-15 Sec. 074-15 Provisional Appointments 


WPS 

If, in opinion of appointing authority, there are urgent reasons for filling a position and there are no eligibles 
on any appropriate employment list, appointing authority may submit to SDSW name of person to fill the position pending 
examination and establishment of an eligible list. If such person’s qualifications have been certified by examining agency 
as meeting minimum requirements as to training and experience for the position, such person may be provisionally 
appointed to fill existing vacancy only until an appropriate eligible list is established and appointment made therefrom. 
No provisional appointment shall be made until the position has been classified and minimum qualifications established 
therefor, in accordance with these rules. No provisional appointment shall be continued for more than ninety (90) days 
after an appropriate eligible list has been established for the class of position and in no event for more than six (6) 
months from date of appointment; except that when a provisional employee has filed a relevant examination appeal which 
is granted a hearing by the SSWB, his appointment may continue during the pendency of such appeal in accordance with the 
provisions of the rules governing provisional appointments. Successive provisional appointments of same person shall not be 
permitted and a position shall not be filled by repeated provisional appointments. 

The period of provisional appointment shall not constitute a part of the probationary period except as provided 
in Sec. 074-50, Probationary Period. Employees not covered by Sec. 074-10, Employees Appointed Prior to Adoption of 
These Rules, and all appointments made subsequent to the adoption of these rules but prior to the holding of examinations, 
shall be regarded as provisional employees. 

For the duration of the war emergency, provisional appointments may be extended at the end of the six months’ 
period with the approval of the Department, and successive provisional appointments of the same individual to different 
positions and successive provisional appointments to the same position may be made in exceptional circumstances subject to 
the following conditions: 

(1) That an examination has been publicly announced or will be announced by the examining agency prior to a 
date not exceeding twelve months after the beginning date of each provisional appointment, or that if after 
an examination has been announced the examining agency has found that a sufficient number of applicants 
has not filed to assure adequate competition. 

(2) That in the absence of a definite examination date, provision shall be made to accept continuous receipt of 
applications for an examination for a given class as outlined in Sec. 071-80, Filing Applications, and the 
examination is to be held whenever the examining agency, with the concurrence of the Board, finds that 
enough applicants have filed to assure adequate competition. 

(3) That, where there is an established eligible list for a given classification but there are no immediately 
available eligibles for appointment, the Department may approve the extension of a provisional appointment 
in accordance with the provisions outlined under (1) and (2). 


074-30 Sec. 074-30 Emergency Appointments 
WPS 


Whenever an emergency exists which requires the immediate services of one or more persons and it is not possible 
to secure such persons from appropriate eligible lists, appointing authority may appoint a person or persons without regard 
to other provisions of these rules governing appointments. In no ease, however, shall an emergency appointment continue 
for a longer period than ninety (90) days in any twelve-month period unless approved by SSWB. Each emergency 
appointment shall, when appointment is made, be reported in writing to SDSW by appointing authority. 


074-385 Sec. 074-35 Limited Term Appointments 


WPS 

If an employee is needed for a temporary period, a certification shall be made by the examining agency of names 
of those eligibles, in the order of their places on an appropriate employment list, who have indicated willingness to accept 
limited term employment. 


Certification shall be made in manner set forth in See. 073-60, Certification of Names. Appointments shall 
be made in same manner as prescribed in this rule for probationary appointments. Duration of a limited term appoint- 
ment shall be limited to a period not to exceed one day less than probationary period. Acceptance or refusal of an 
appointment shall not affect an eligible’s standing on an eligible list or his eligibility for a probationary appointment, 
and the period of temporary service shall not constitute a part of a probationary period. Suecessive limited term 
appointments to same position shall not be made nor shall an employee receive continued limited term appointments. 
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Sec. 073-75 Acceptable Conditions of Employment 


WPS 

Examining agency shall ascertain from each eligible the salary, tenure, location, and other pertinent conditions 
of employment under which eligible will accept appointment, and such statement of acceptable conditions of employment 
by eligible shall constitute an automatic waiver of certification to positions having less acceptable conditions of employment. 
Conditions of employment acceptable to an eligible may at any time be changed at his written request, but in such event 
he shall not be entitled to consideration for appointment to any position for which certifications have already been forwarded 
to appointing authority, unless an eligible previously certified should subsequently waive. 


Sec. 073-80 Waiver of Appointment 


WPS ; 
An eligible may, for a reason satisfactory to SDSW, waive appointment after certification, but after three such 
waivers of permanent appointment to positions in any given class, his name shall be removed from the employment list for 
that class, and he shall not be eligible for further certification from that list. In extraordinary cases where waivers are 
caused by circumstances beyond control of the eligible, SDSW may restore the eligible to the list on a satisfactory explana- 
tion to SDSW of reasons for waiver. 


Sec. 073-90 Voluntary Withdrawal From Active List 


WPS 
An eligible may at any time have his name temporarily withdrawn from employment list and placed upon 
inactive list on giving in writing reasons satisfactory to SDSW, and his name may be restored to employment list at 
discretion of SDSW upon written application of eligible during period of his eligibility. 


Sec. 074-00 Original Appointments 


WPS 

All appointments to positions in the county agencies exclusive of exempt positions shall be made in accordance 
with this rule. Selection shall be made for each position from the three highest available names on the certificate sub- 
mitted in accordance with provisions of Sec. 073-60, Certification of Names. 

In selecting persons from among those certified, appointing authority shall be permitted to examine their 
applications and reports of investigations and to interview them. Final selection shall be reported in writing by SDSW to 
examining agency. 

If eligible selected declines appointment, evidence of declination and other such data shall be transmitted to 
examining agency for permanent record. 

Before appointment eligible may be required to pass a satisfactory physical examination. 


Sec. 074-10 Employees Appointed Prior to Date of Adoption of These Rules 


WPS 

An employee who is certified by the agency as having given satisfactory service on or before December 31, 1939, 
may be admitted to the examination for the position held by him as of that date, without regard to minimum qualifications 
of training and experience. Upon certification of examining agency that he has qualified in the examination held in 
accordance with the provisions of Sec. 071-55, Types of Examinations, he may be appointed as a permanent employee. 
Permanent status of such an employee shall date from certification of examining ageney that he has qualified in the 
examination. 

An employee, certified in accordance with paragraph 1 of this section as having given satisfactory service, who 
has been transferred or promoted to another position subsequent to December 31, 1939, but prior to the examination for 
the position currently held, shall be required to submit adequate evidence to SDSW that he possesses required ability and 
fitness to perform duties of the position in order to be admitted to the examination for that position. Such an employee 
may, on certification of examining agency that he has qualified in examination for that position, be retained as a permanent 
employee. Permanent status of such an employee shall date one year from date of appointment to the position after 
certification by the examining agency that he has qualified in examination. An employee, transferred or promoted as 
described above, who fails to qualify in the examination for the position currently held by him may, on certification of 
examining agency that he has qualified in the examination for the position held by him on December 31, 1939, be retained 
in that position provided there is a vacancy in the class. 

An employee who fails to qualify in the examination for either of the positions referred to in paragraphs 1 and 2 
of this section shall be removed from his position within ninety (90) days after establishment of a list of eligibles for such 
position or positions. 
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sec. 074-70 Promotion During Probation 


WPS 

The serving of a probationary period shall not, of itself, prevent an employee from being promoted to a position 
in a higher class, provided he is certified from an appropriate eligible list for such higher class of position in accordance 
with provisions of Sec. 073-60, Certification of Names. If, within the above-mentioned limitations, an employee is 
promoted in this way during a probationary period, the probationary period for the class of position to which he is 
promoted shall begin with date of appointment to such latter class of position. 


Sec. 074-75 Dismissal During Probation 


WPS 

At any time during a probationary period an employee may be separated from the service without right of appeal 
or hearing, but reasons given for the dismissal shall be submitted in writing to SDSW. A copy of the reasons for dismissal 
shall be delivered to employee before separation may be finally effective, and a copy shall be filed with examining agency for 
permanent record. Unless an appointment is made permanent by appointing authority at close of probationary period in 
accordance with provisions of See. 074-60, Conditions Preliminary to Permanent Appointment, services of employee shall 
be automatically terminated, and no further salary or other compensation shall be payable to him. 

The SDSW, with approval of SSWB and after consultation with appointing authority, may restore the name 
of a probationary appointee, whose services have been terminated, to eligible list from which he was certified, in accordance 
with the procedure described in See. 076-15, Withdrawal of Resignation, but examining agency shall not in the future 
certify the name of such person to same appointing authority from same eligible list. 


Sec. 074-80 Demotion of Probationer 


WPS 

A probationer who in judgment of appointing authority is not suitable for permanent employment in class to 
which he was appointed, but is suitable for employment in a related lower class, may, upon request of appointing authority 
and with approval of SDSW, be demoted to such lower class, by proceeding substantially as in these rules required for 
dismissal of such probationer. 
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Sec. 074-50 Nature, Purpose, and Duration of Probationary Period 


WPS 

The probationary period shall be an essential part of the examination process, and shall be utilized for 
the most effective adjustment of a new employee and for elimination of any probationary employee whose performance 
does not meet required standard of work. 

All appointments from officially promulgated eligible lists for original entrance or promotion shall be for a 
probationary period of one year. 

Probationary period shall not include the time served under temporary appointment or under certification to 
provisional or limited term positions, except as otherwise provided in these rules, but shall date from time of appointment 
to a permanent position after certification. However, the period of continuous employment served by a_ provisional 
employee prior to the establishment of the first eligible lists on January 15, 1942, and February 1, 1942, shall be included 
in the probationary period provided that, without break in the continuity of his employment, employee is certified and 
appointed to a position in the same classification as his provisional appointment. In case of employees engaged on a daily 
basis, probationary period requirement shall be deemed satisfied if the employee works an average of twenty days or more 
for each month of probationary period; otherwise probation shall be deemed completed upon serving twenty days for each 
month of probation required, regardless of the number of calendar months over which such service extends. 

Probationer who resigns or is laid off during probationary period shall, in event of reemployment, be required 
to complete only the balance of probationary period. An employee dismissed during probationary period and restored 
to eligible list shall begin a new period of probation if subsequently certified and appointed. 


Sec. 074-60 Conditions Preliminary to Permanent Appointment 


WPS 

Permanent appointment of a probationary employee shall begin with the date ending probationary period, 
provided that SDSW has received from appointing authority a statement in avriting that services of employee during 
probationary period have been satisfactory and that employee is recommended to be continued in the service. The 
statement shall contain an appraisal of the value of employee’s services and shall include a service rating upon a form 
prescribed by SDSW. It shall be responsibility of SDSW to obtain such statement with recommendations four weeks 
prior to end of probationary period. If it is determined that services of employee have been unsatisfactory, SDSW 
shall notify employee in writing not more than five days after receiving a statement from appointing authority that 
employee’s services are to be terminated. An employee whose appointment is to be made permanent shall also be notified. 
SDSW shall notify examining agency of action taken regarding services of employee. 


074-50 
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076-60 Sec. 076-60 Appeal From Removal From Eligible List 
WPS 
An eligible whose name has been removed from an eligible list for any of the reasons specified in Sec. 073-10, 
Removal of Names From Eligible List, may appeal to SSWB for reconsideration. Such appeal shall be filed in writing 
with SDSW within 30 days after date on which notification was mailed to applicant. SDSW shall refer the appeal with 


all pertinent information to SSWB. SSWB, after investigation, shall make its decision and shall notify the eligible 
accordingly. 


076-70 Sec. 076-70 Appeal From Dismissal, Suspension, or Demotion 
WPS 

Permanent employee who is dismissed, suspended, or demoted shall have right to appeal to SSWB not later 
than 30 days after effective date of dismissal, suspension, or demotion. Such appeal shall be in writing and shall be 
transmitted to SDSW which shall arrange a formal hearing within reasonable time after receipt of appeal. Both employee 
and county agency shall be notified reasonably in advance of the hearing and shall have right to present witnesses and give 
evidence before SSWB. 

The SSWB, within 30 days after the hearing, shall make its recommendations in writing to county agency for 
consideration. After consideration of recommendations of SSWB, county agency shall make its decision which shall be final 
and which shall be duly recorded in permanent records of SDSW. SDSW shall, in writing, promptly notify employee of 
final decision of county. 

All hearings and investigations of charges for dismissal of an employee shall be public and shall be governed 
by the provisions of these rules; and in the conduct thereof neither SSWB, its representative, nor any other party, shall 
be bound by technical rules of evidence, nor shall informality in any proceedings or in manner of taking testimony 
invalidate any order, decision, rule, or regulation made, approved, or governed by SSWB. 

Appellant at such hearings shall have opportunity to present whatever competent evidence he may desire to submit in 
his own defense and shall have right to be represented by counsel. Witnesses may be subpenaed by SSWB, and SSWB 
shall have power to compel attendance of witnesses in accordance with this section. 


077-01 Sec. 077-01 Allowance for Leaves of Absence 


WPS 

Subject to the approval of the county welfare director and the county board of supervisors, any permanent 
employee may be granted a leave of absence without pay for a period not to exceed one year. An original leave of absence 
granted for a period of less than one year may be extended at the employee’s request, and upon the approval of the county 
board of supervisors, for a period which when added to the period of the original leave of absence will not total more 
than one year. 


077-02 Sec. 077-02 Granting Leaves of Absence 


WPS 
Leaves of absence without pay may be granted to permanent employees for any of the following reasons: 


1.To attend an institution of learning to improve the skills, knowledges, and techniques of their work in the 
county welfare department; however, upon the recommendation of the county welfare director and the county 
board of supervisors, and upon the approval of the SDSW, a permanent employee may be granted an educational 
leave of absence with pay or with partial pay. 

2. Pregnancy ; 

3. Illness or disability ; 


4. Any other reason approved by the SDSW. 


An employee requesting a leave of absence shall file his request in writing with the appointing officer. Such 
written request shall include the reasons for the request and the period for which the leave of absence is requested. 

The appointing officer shall notify the SDSW of all approved leaves of absence, the period of the leave of absence, 
and the reasons for which the leave of absence was granted. 'The separation form (Form PS 21) used by the county welfare 
departments to report all separations of personnel to the SDSW shall be used for reporting leaves of absence, 

An employee granted a leave of absence has a right to reinstatement to his former position upon the expiration 
of the period of his approved leave of absence, provided his position has not been abolished during his absence. In the event 
the employee’s position has been abolished during the period of his leave of absence, his name shall be placed on the 
reemployment list for the appropriate classification. 

If, during the course of the leave of absence, the employee has obtained a permanent position elsewhere, it shall 
be the duty of the employee to notify the appointing authority by tendering his resignation from the position from which he 
was granted a leave of absence. 

Persons filling vacancies created by an employee’s approved leave of absence shall be informed by the appointing 
officer that the tenure of their employment is temporary and subject to the return of the employee granted the leave of absence. 

The failure of an employee to notify the appointing officer of his availability for reinstatement within ten days 
after the expiration of the period of the approved leave of absence shall constitute an automatic resignation. 
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Sec. 076-40 Dismissal 076-40 
WPS 


Appointing authority may dismiss any employee who, after appointment, has been convicted of an offense in 
connection with his duties, or of any felony or crime involving moral turpitude. “Conviction” here means a plea or 
ae eats of guilt in any court of record, and when such conviction is final, employee shall have no recourse to appeal 
to the WB. 6 

Appointing authority may dismiss any permanent employee who is negligent or inefficient in his duties, unfit to 
perform his duties, or is guilty of gross misconduct. In case of such dismissal, employee shall be given 15 days’ notice in 
writing by appointing authority stating specific reasons therefor. In extreme cases involving safety, morale, or efficiency 
of the service, appointing authority may immediately suspend an employee pending dismissal procedure. 

In dismissals for cause and other punishments, like penalties shall be imposed for like offenses. 

Whenever a dismissed employee who had permanent status, has been adjudged by the SSWB after appeal as 
dismissed without sufficient cause by appointing authority, the SSWB may place name of dismissed employee on eligible 
list from which it was taken with its original percentage rating. Such restoration, however, shall not permit a certification 
to position or to county agency from which employee has been dismissed, except upon written request of appointing 
authority. 


Sec. 076-50 Appeal for Review of Examinations 076-50 
WPS 

Upon the recommendation of the examining agency and with the approval of the SSWB, beginning the second 
working day after a written examination has been held and extending for a period not exceeding ten working days thereafter, 
any candidate may inspect a keyed copy of questions in the examination in which he has been a candidate, and may during 
such period of inspection file in writing an appeal against any part of the test, citing item or items against which appeal is 
directed, and reason for such appeal. An eligible list resulting from such test shall not thereafter be established until all 
of disputed items have been reviewed and appropriate adjustment made by correction in scoring key or elimination of items. 
Thereafter, no candidate shall be entitled to further appeal against results of the written examination except on grounds of 
fraud in seoring papers; provided, that nothing contained in this section shall nullify right of candidate to inspect his papers. 
Examining agency may provide an opportunity for review of test material at such places for such period of time as circum- 
stances may from time to time require. 


Any applicant who has taken an examination may appeal to the SSWB for review of his rating in any part of 
such examination to assure that uniform rating procedures have been applied equally and fairly. Such appeal must be filed 
in writing at the office of the SDSW within 30 days after the date on which the notification of the results of such examination 
was mailed to the applicant. 

The SSWB will consider appeals from the decisions and ratings of qualifications appraisal boards solely for the 
reasons and upon the conditions, as follows: 


1. For alleged irregularity, bias or fraud in the conduct of the investigation or interview ; or 

2. For alleged erroneous interpretation and application of the minimum qualifications prescribed for the exami- 
nation; and 

3. Upon receipt by the SSWB, within thirty days of the sending out of the notice of test results, of a written 
statement by the competitor setting forth the facts upon which he bases his appeal and the determination by the 
SSWB whether or not good cause exists for the consideration of the appeal. 


If, upon considering such an appeal, the SSWB decides that the competitor possesses the minimum qualifications 
of education, experience, personal traits and fitness for the classification and merits a passing rating, it shall, in the absence 
of fraud on the part of the qualifications appraisal board, give him a rating on education, experience, and/or personal quali- 
fications not in excess of the minimum passing grade prescribed for the examination. 


A rating in any part of an examination shall not be changed unless compliance with the foregoing conditions has 
been made and unless it is found by the SSWB that a substantial error has been made. The SSWB’s decision with respect 
to a review or change shall be final and shall be entered in-its minutes. A correction in the rating shall not affect a certification 
or appointment which may have already been made from the eligible list. 


Sec. 076-53 Procedure on Appeals for Review of Examinations 076-53 


WPS 

Upon the granting of a hearing on an examination appeal, SSWB shall request examining agency to prepare 
a report in answer to the appeal. A ecopy of such report shall be sent to appellant by registered mail at least 10 days 
prior to the hearing. 

Appeals shall be heard on an informal basis by a referee appointed from the SSWB by its chairman. Employees 
of the SDSW whose presence is requested by the referee or the Chairman of the SSWB may be present at any appeal to 
render such assistance as may be required; however, no such employee shall appear in behalf of or against any appellant 
except upon subpena. 

Appellant shall be permitted to bring witnesses, papers or such documents as he finds necessary and may be 
represented by counsel. 

Referee shall announce at the close of the hearing the date on which his report will be presented to the SSWB. 
Appellant shall be notified 10 days prior to the meeting. Assistant secretary of the SSWB shall notify appellant at least 
10 days prior to the meeting of the date, time and place of the SSWB meeting at which his appeal will be presented. 

Decision of the SSWB on any appeal shall be final. Rehearing of appeal may be granted if the SSWB is 
satisfied that new evidence is available which would affect the decision previously rendered or on discovery of a mistake 
of fact or law. 
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BLINDNESS ublic Assistance Program 


180-15 Sec. 180-15 Determination of Degree of Blindness W&IC Secs. 3083, 3471 


150-20 


ANB; APSB 

An eye examination by a duly licensed and practicing physician, skilled in diseases of the eye, 
is required by law to establish eligibility and continuance of eligibility. 

The physician’s report must be submitted in writing over his own signature. It shall be 
signed before a deputy county clerk, notary public or other person qualified to administer an oath. 
(See Sec. 235-00, Physician’s Reports of Eye Examination.) 

Kye examinations shall be made by a physician from the list approved by the SDSW, unless 
special authorization is given by the SDSW. 

Reports from clinics as to degree of vision shall not be accepted. Each report shall be signed 
by the individual physician making the examination, and the fee paid to the physician rather than to 
the clinic. 

When no examiner in the county is listed, and the distance from qualified examiners is great, 
the SDSW will assist in arranging for acceptable examination. Such a request should be made by 
letter by the county. | 

Out-of-state physicians who are skilled in diseases of the eye, and who are on the list approved 
by the California SDSW, may examine California applicants for or recipients of ANB and APSB to 
determine their eligibility for aid in this State. 


Sec. 180-20 Review of Eye Examination Reports W&IC Sec. 3075 

ANB; APSB ; 

All reports of eye examinations shall be acted upon by the State Ophthalmologist. Reports 
may be submitted to the SDSW for review by the State Ophthalmologist prior to action by the board 
of supervisors. 

This assists the county in determining the applicant’s eligibility, in so far as degree of blind- 
ness is concerned, prior to the receipt of aid. It avoids payment of aid to persons whose eye exam- 
ination reports indicate that their degree of visual impairment does not come within the definition 
of blindness. 

Aid shall not be approved on the basis of reports by examiners stating in effect that there is 
not sufficient pathology to account for the degree of disability claimed, or where reliability of appli- 
cant’s response is questioned by the examiner. 

In the absence of a definite reported visual acuity in accordance with the definition of economic 


blindness, aid shall not be approved on the basis of photophobia, blepharospasm, ptosis, senility, mental 


aberrations, or neurological lesions without visible eye pathology, in the absence of a neurological 
report showing involvement of the visual tracts. 

Aid shall not be granted when the loss of visual acuity is based on a diagnosis of hysterical 
blindness. (Hysterical blindness shows no pathology in the eye or visual tracts and is a mental 
condition rather than an ophthalmological problem.) 

Aid shall not be granted when the eye examination report indicates that the applicant is so 
mentally incompetent that he cannot cooperate with the physician who makes the examination, or 
when sufficient eye pathology is not found to account for the loss of vision claimed. When the exam- 
ining physician reports sufficient pathology to account for the blindness, an estimate of visual acuity 
by the examiner may be accepted, if the mental condition of the applicant or recipient prevents coopera- 
tion with the examining physician. 

Aid shall not be granted on the basis of an eye examination report in which the examining 
physician states that he believes the patient is malingering. 

While there may be other causes which contribute to the need of the applicant or recipient, if 
blindness is another and separate condition by reason of which a person is unable to provide himself 
with the necessities of life, blind aid may be allowed. — 


nd 
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Public Assistance Progra 7 BLINDNESS 


Sec. 180-05 Blindness, ANB and APSB Law “i 
ANB; APSB 

In ANB, a ‘‘needy blind person’’ means any person who by reason of loss or impairment of 
eyesight within the definition of blindness adopted from time to time by the SSWB is unable to pro- 
vide himself with the necessities of life and who has not sufficient income of his own to maintain 
himself. | 

In APSB, a ‘‘blind person’’ means any person who by reason of loss or impairment of eye- 
sight within the definition of blindness adopted from time to time by the SSWB is unable to provide 
himself fully with the necessities of life and who has not income and resourees through his own 
means, as defined under this law, sufficient to provide a reasonable and decent standard of living. 


180-10 


180-05 


Determination of the degree of blindness of each applicant for ANB and APSB shall be made | 


by a duly licensed and practicing physician, skilled in the diseases of the eye. The physician shall 
describe the condition of the applicant’s eyes and testify to the degree of his blindness. The physician’s 
report shall be in writing and signed by him. He shall be subject to cross-examination by the county 
board of supervisors or any other person appointed by it to make such investigation. 


Sec. 180-10 Definition of Blindness W&IC Sec. 3005 
ANB; APSB 
The definition of economic blindness as used to determine eligibility for ANB and APSB in 
California follows: 
A. Central visual acuity of 20/200 or less in the better eye, with the aid of the best possible 
correcting glass, shall be considered blindness. 


B. Central visual acuity better than 20/200 shall be considered as blindness only when the 
peripheral field has contracted to such an extent that the widest diameter of the remaining 
visual field is not greater than 20 degrees. Field examination is to be made with a standard 
perimeter having a radius of 13 inches; and using a white test object 6 mm. in diameter. 


C. In cases where central visual acuity is better than 20/200 and remaining peripheral fields 
exceed 20 degrees, but are so placed, or shaped, as to be of little practical use, the State 
Ophthalmologist shall use his discretion in recommending approval for aid if the report 
of pathology is of such character as to prevent applicant from providing himself with the 
necessities of life. 


An individual with a central visual acuity of 20/200 can identify a standard object (the 
Snellen Test Character) at a distance of twenty feet, while an individual with normal vision can 
identify the same object at a distance of 200 feet. This statement relates to distance vision. 

Central visual acuity is indicated by a fraction; the numerator indicates the distance of 
vision as measured by feet, and the denominator indicates the size of the letter which can be seen on 
the Snellen Testing chart. For example, 6/200 central visual acuity indicates the applicant can read 
a ‘£200 foot’’ letter on the chart at a distance of six feet. 

The applicant must have 20/200 or less, such as 3/200, 15/200, 10/300, or 15/400, to be eligible 
for aid on the basis of central visual acuity. 

An individual with a central visual acuity of more than 20/200 may be considered blind if 
there is a field defect in which the peripheral field has contracted to such an extent that the widest 
diameter of visual field subtends an angular distance no greater than 20 degrees. The maximum 
diameter of the field is taken into consideration and not the radius. 


180-10 
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180-50 Sec. 180-50 Reexamination of Eyes to Determine Continued Eligibility 
ANB; APSB W&IC Sec. 30°75 

The county shall investigate annually or oftener the qualifications of the blind person receiving 
ANB or APSB. This shall include a reexamination of the eyes of the recipient unless the State 
Ophthalmologist has advised that such reexamination is not necessary. When the recipient has had 
an eye operation, or the county has facts to indicate that a recipient’s vision has improved, or is better 
than the report indicates, or that he is a malingerer, a reexamination shall be required. This shall be 
done even though the State Ophthalmologist has previously advised, on the basis of facts known at 
that time, that a reexamination was not necessary. 

When other qualified examiners are available, it is desirable that reexamination of an appli- 
cant or recipient not be made by the same examiner who has previously filed a report of eye examination 
for the individual. . 

All physicians’ reports of eye examinations, made to determine continued eligibility, shall be 
submitted to the SDSW immediately after the examination has been made, for review by the State 
Ophthalmologist. 

At the time reports of eye examinations are reviewed by the State Ophthalmologist, the 
county is advised if a reexamination is necessary at a later date. 

Reexamination in post-operative cases shall be made within 90 days after the operation unless 
permission for delay is obtained from the SDSW. 

Questions which arise regarding the need for such post-operative examination should be 
referred to SDSW for decision by the State Ophthalmologist. 

When a reexamination is indicated for a bedfast applicant or recipient, sich reexamination 
shall be required even though it may be necessary because of illness or other conditions to extend the 
time within which it may be seeured. Questions on such cases should be referred to the SDSW for 
the advice of the State Ophthalmologist. 
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Public Assistance Program BLINDNESS 180-30 


Sec. 180-25 Successive Eye Examination Reports WIC Sec. 3075 180-25 
ANB; APSB 

An applicant or recipient who is dissatisfied with the report of the physician may submit a 
report of another examination made at his own expense by another physician on the approved list. 

If such report indicates that the applicant does come within the definition of blindness 
on which blind aid is allowed, a third examination shall be authorized—this to be made by a physician 
designated by the SDSW. All information contained in the first two reports shall be made available 
to the physician making the third examination with the exception of the names of the examining 
physicians. Approval or denial of aid shall be made on the basis of the two reports which agree as 
to facts. 

If the State Ophthalmologist finds upon review that two of the physicians’ reports of exam- 
inations indicate that the person’s visual impairment comes within the definition of blindness, the 
SDSW is authorized to recommend to the county that aid be granted or restored without the formality 
of a hearing by the SSWB. When aid is denied or discontinued on the basis of two reports showing 
that the person’s degree of visual impairment does not come within the definition of blindness, the 
person may appeal to the SSWB for a fair hearing. (See See. 325-20, Right of Appeal—General.) 
All reports of eye examinations shall be submitted with the appeal. 

When the person appeals on the basis of two adverse reports, he may at his own expense 
present reports of other eye examinations. Such reports shall be made by physicians selected from 
the approved list and shall be submitted on the regular eye examination report form. 

The SDSW shall retain the right to designate the physician who is to make the examination 
to resolve the conflict. | 

In appeals based on the degree of visual impairment, the SDSW shall authorize such eye 
examinations as it deems necessary. 

The State Ophthalmologist shall have the privilege of examining the appellant prior to the 
hearing of an appeal by the SSWB. If the appellant refuses to submit to the examination or is not 
accessible for it, the hearing will be held on the basis of the reports already submitted. 

The State Ophthalmologist shall have the privilege of examining any applicant for or 
recipient of ANB or APSB and may recommend final action on the basis of all available information. 

When a physician’s report-on a reinvestigation indicates that the degree of visual impairment 
does not come within the definition of blindness, the SDSW may request a second examination and, if 
necessary, a third examination. 


Sec. 180-30 Proof that Blindness Occurred While Applicant Was California Resident 180-30 
ANB; APSB WIC Secs. 3040, 3041, 3075, 3083, 3430, 3431, 3460, 3471 

When an applicant does not meet residence requirements set forth in See. 121-10, Blind While 
Not a Resident of California, but claims eligibility in accordance with Sec. 121-15, Blind While a Cali- 
fornia Resident, he must establish that he became blind while a resident of the State. Acceptable evi- 
dence of this fact may be affidavits of, or reports of, interviews with employers, storekeepers, doctors, 
references, etc., as to the loss of vision. Such affidavits or reports must contain the facts upon which 
the affiant’s knowledge is based. 

There is no provision in the law by which expert testimony is distinguished from, or to be 
given more weight than, evidence of other character in establishing eligibility on this point. Expert 
testimony is to be given the weight to which it appears to be justly entitled in each case. 

If blindness is claimed to be the result of an accident, date and location of the event shall be 
verified and physician’s report as to cause of blindness (see Sec. 180-15, Determination of Degree of 
Blindness) shall substantiate applicant’s contention. 
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